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DEPARTMENT OF THE ARMY

HEADQUARTERS, U.S. ARMY SIGNAL CENTER AND FORT GORDON

Fort Gordon, Georgia  30905-5000

USASC&FG Regulation                                            16 October 1997

No. 10-8

Organization and Functions

MANUAL OF ORGANIZATION, MISSIONS AND FUNCTIONS


Summary.  This regulation provides the approved organization, mission and functions of all elements of the United States Army Signal Center and Fort Gordon (USASC&FG).

Applicability.  This regulation applies to all elements of Headquarters, USASC&FG.

Supplementation.  Supplementation of this regulation is prohibited unless prior approval is obtained from Commander, USASC&FG, ATTN:  ATZH-RMR.

Suggested improvements.  The proponent of this regulation is the Directorate of Resource Management (DRM).  Users are invited to send comments and suggested improvements on Department of the Army (DA) Form 2028 (Recommended Changes to Publications and Blank Forms) through channels to Commander, USASC&FG, ATTN:  ATZH-RMR, Fort Gordon, GA  30905-5000 and/or submit         DA Form 1045 (Army Ideas for Excellence Program (AIEP) Proposal) to the installation AIEP coordinator. 


1.  Purpose.  This regulation provides the approved organization, missions and functions of all elements of the United States Army Signal Center and Fort Gordon (USASC&FG), Fort Gordon, Georgia.

2.  References.
    a.  AR 220-5, Designation, Classification, and Change in Status of Units.

    b.  AR 310-49, The Army Authorization Documents System (TAADS).

    c.  AR 570-4, Manpower Management.

    d.  FM 100-22, Installation Management.

    e.  FM 101-5, Staff Organization and Operations.

3.  Explanation of terms.  See appendix A.

4.  Responsibilities.
    a.  Major subordinate commanders, directors, and operating officials will:

        (1)  Review, on a continuing basis, their organizational

structure to ensure effective and economical organization for accomplishing the assigned mission.

        (2)  Maintain and report the current, up-to-date status of organization, missions and functions pertaining to their activities.  

        (3)  Submit changes in accordance with procedures outlined in this regulation.

    b.  The Directorate of Resource Management (DRM) will:

        (1)  Review proposed changes to the organization charts and mission and functions statements to ensure compliance with established policies in this manual.

        (2)  Review proposed changes to the tables of distribution and allowances (TDA) for conformity with approved organizational structure.  Ensure all organizations stated in this regulation are aligned with the approved TDA.

5.  General policies.
    a.  FM 100-22, Installation Management, provides broad guidelines on organizational structure and functional areas of responsibility.  This manual gives commanders maximum flexibility to organize for the most efficient and effective management of operations.

    b.  Organizational structure, alignment, and titles contained in this regulation reflect an approved TDA organization.  This regulation establishes functional and operational relationships and responsibilities.

    c.  Commanders and operating officials will organize their offices with the least number of elements, without layering of supervisory echelons, and with the least manpower required to carry out their responsibilities.

    d.  Provisional organizations will not be implemented without Deputy Commanding General/Chief of Staff/Garrison Commander approval.

    e.  All elements of the USASC&FG will operate in accordance with this regulation.   

6.  Procedures for processing changes.
    a.  The Deputy Commanding General is the approving authority for reorganization/realignment of functions within the training organizations.

    b.  The Chief of Staff is the approving authority for reorganization/realignment of functions under his command and control within the school mission activities.

    c.  The Garrison Commander is the approving authority for reorganization/realignment of functions under his command and control within the base operations activities.

    d.  The following procedures will be followed in obtaining command approval for reorganization/realignment of mission and functions within the USASC&FG organization:

        (1)  Submit proposal on Fort Gordon (FG) Form 1203-R-E (Action Summary), which includes a statement of objective and lists the advantages and disadvantages.  Also, provide a description of realignment of functions to include organization charts before and after, showing manpower requirements and authorizations by category (officer, warrant officer, enlisted, civilian); a revised TDA; and revised mission and function statement.

        (2)  Provide a clear depiction of trade-offs/transfers of  manpower resources, and a statement of anticipated impact that proposed change will have on funds, manpower resources, supervisory positions, military and civilian grade structure and equipment.

        (3)  Prior to submission to the appropriate approving authority, the proposal will be staffed through:

        (a)  Director of Resource Management (DRM).

        (b)  Director of Human Resources (DHR).

        (c)  Equal Employment Opportunity Office (EEO).

        (4)  The originator of the proposal will inform the local union of any proposed reorganization or realignment of functions which could affect civilian position classifications.

(ATZH-RMR)

FOR THE COMMANDER:

OFFICIAL:                                ROBERT C. ZELAZNY

                                         Colonel, GS

                                         Chief of Staff

JOSE’ C. MILLER

Director, Information Management

DISTRIBUTION:

Command Group (2)

ATZH-RMR (2)
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DOIM Files (2)
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Section I.  Fort Gordon Activities

U.S. ARMY SIGNAL CENTER AND FORT GORDON

MISSION STATEMENT

1.  Train the Signal Soldier
    a.  To conduct Signal Corps instruction for officers, warrant officers, noncommissioned officers, enlisted and civilian personnel, as well as personnel from other services and allied countries.

    b.  To provide the finest training facilities in order to maintain a high degree of readiness for all training

customers.

    c.  To sustain excellence, relevance, and safety in training.

2.  Develop Signal Doctrine

    a.  To provide doctrine and training development support of Signal Corps programs and proponency for branch related publications.  To develop proponent doctrine, organization, materiel, and test and evaluation requirements.

    b.  To provide management for acquisition and fielding of Department of the Army major systems through the TRADOC Systems Managers (TSMs).

3.  Combat Developments
    a.  To manage and direct the U.S. Army Signal Center and Fort Gordon Combat Developments programs.

    b.   To develop and leverage technologies that enhance the Army’s ability to practice the art and science of battle command and to seek solutions to information warfare requirements through Battle Lab experiments.

4.  Mobilization
    a.  To perform Army area contingency mission as required and manage contingency plans as directed.

    b.  To maintain assigned units in a state of readiness.

    c.  To provide administrative, logistical and training support to units of the U.S. Army Reserve (USAR) and National Guard (ARNG).

5.  Quality of Life
To provide soldiers, their families , civilian employees and retirees with continually improving quality of life programs and a community in which they can safely live and work.

6.  Environmental Program

To provide program management to ensure compliance with applicable laws and regulations.

7.  Information Management Area (IMA)
To manage and support installation-wide IMA planning, programming, acquisition approvals and validation of needs

processes.  

8.  Community Relations
To establish and maintain effective relations with the surrounding civilian community.

9.  Public Affairs
    a.  To provide official information about the programs and activities of the command to the public and the public news media to fulfill the Department of Defense (DOD) obligation of keeping the American public informed.

    b.  Establish and maintain effective relations between the command and all segments of the civilian community to foster mutual acceptance, respect, cooperation and to provide a favorable environment for soldiers and their families. 

OFFICE OF COMMANDING GENERAL

Commanding General/Commandant

Deputy Commanding General/Assistant Commandant
Chief of Staff

Secretary of the General Staff

Command Sergeant Major

Protocol

Garrison Commander

OFFICE OF COMMANDING GENERAL/COMMANDANT

FUNCTIONS

Commander/Commandant

1.  Commands the United States Army Signal Center and Fort Gordon (USASC&FG) and miscellaneous units assigned/attached thereto.

2.  Provides administrative and logistical support to tenant units and activities in accordance with interservice, intraservice, inter-departmental agreements.

3.  Delegates authority to certify funds to the Director of Resource Management (DRM).

4.  Manages the management control/internal control program to ensure that government resources are efficiently and effectively managed.

Deputy Commander/Assistant Commandant

1.  Serves in various capacities to include Assistant to the Commander, and official Commander in his absence and as his representative at designated committees, councils, and boards, serving as chairman when directed.

2.  Supervises and directs training activities of the Signal School and acts as advisor to the Commandant on all matters pertaining to these activities.

3.  Directs and supervises the training of the U.S. Army Reserve (USAR) and Army National Guard (ARNG) personnel for annual active duty training including active duty training of mobilization designees.

Chief of Staff

1.  Serves as principal agent of, and advisor to, the Commander and Deputy Commander on installation management and support of the USASC&FG.

2.  Supervises all center operations in support of the mission of USASC&FG including the development and effective utilization of resource requirements:  manpower, funds, equipment, and facilities.

3.  Is responsible for the completion of the following duties:

    a.  Receives decisions from the Commander and Deputy Commander and ensures instructions published to the command are in accordance with policies and plans.

    b.  Informs the Commander and Deputy Commander on current activities.

    c.  Ensures, by personal observation and the assistance of the directorate and personal staffs, that the respective orders and instructions of the Commander/Deputy Commander are carried out.

    d.  Formulates and announces policies for the general operations of the staff.  Directs and coordinates the work of the staff.

    e.  Approves, disapproves, or makes recommendations, as appropriate, on actions pertaining to organizational surveys, manpower surveys, and control of civilian positions and grade structure.

    f.  Serves as Chairman of the Program-Budget Advisory Committee.

    g.  Performs such duties as may be assigned by the Commander/Deputy Commander, acting for them in their absence.

Secretary of the General Staff 
1.  Serves as Executive Officer for the Chief of Staff and as Office Manager for the offices of the Command Group.

2.  Responsible for coordination of directed staff actions, briefings, conferences, and appointments for the Command Group and lateral coordination between the staff sections.

3.  Performs other duties that may be assigned by the Command group to include preparation of official correspondence, providing administration for the Command Group, acting as office of temporary record for the Commander, Deputy Commander, and Chief of Staff.  Conducts special studies and projects directed by the Chief of Staff.

Protocol 

1.  Plans, directs, coordinates, and supervises protocol activities pertaining to the conduct of official visits, including reception and billeting of distinguished guests, major events, and special projects as directed by the Command Group.

2.  Advises the Commanding General, Deputy Commander, and Chief of Staff on matters pertaining to protocol and customs of the service.

3.  Provides assistance and advice, as required, to subordinate commands and staff activities regarding protocol, social functions, and official visits.

4.  Coordinates the Command Group participation in official ceremonies and social activities, and develops guest lists.
Command Sergeant Major

Serves as principal enlisted assistant to the Commander/Deputy Commander and:

    a.  Advises the Commander/Deputy Commander and staff on matters pertinent to troop welfare and morale in terms of assignment, reassignment, utilization, promotion, privileges, discipline, training, operations and logistics.

    b.  Provides counsel and guidance to noncommissioned officers and other enlisted personnel of the command.

    c.  Accompanies the Commander/Deputy Commander on inspections, visits, ceremonies, and assists in reception of visitors to the command. 
Garrison Commander

1.  Commands the U.S. Army Garrison at Fort Gordon, including the 551st Signal Battalion, the Military Police Company, and the 249th General Hospital.

2.  Serves as the principal agent of, and advisor to, the Commanding General and Deputy Commanding General on installation management and infrastructure support to the USASC&FG, its tenants, and its families.

3.  Directs, coordinates, and supervises all Garrison operations, which are performed by ten subordinate directorates and special staff offices and which include the areas of public works, contracting, community activities, human resources, military police, firefighting, safety, security, equal opportunity, information management, plans, training and mobilization, and internal review.  Supervision includes planning and oversight of programs and functions, interface with serviced organizations and other customers, correction of problems, and effective utilization of resources.

4.  Represents the Commanding General in local community affairs, both on the installation and off, and maintains active interface with local civilian communities and with local and state-level civic groups such as chambers of commerce and elected officials’ advisory councils.  

5.  Oversees community planning for the installation and represents the Commanding General in chairing meetings of the installation Community Planning Board.  Chairs other on-post organizations that support quality of life and other concerns of the community, such as the Post Exchange/Commissary Advisory Council, the Human Resources Council, the Army Family Team Building Advisory Council, the Equal Employment Opportunity Committee, the Safety and Occupational Health Council, and the Federal Employees Compensation Act Review Board.  Periodically organizes and hosts "Town Hall Meetings" of all or selected portions of the installation community, to disseminate information, answer questions, and discuss issues.

6.  Is responsible for completion of the following duties:

    a.  Receives instructions from the Commanding General, ensures that the instructions are published to the Garrison Command in accordance with policies and plans, and ensures that the instructions are properly carried out.

    b.  Informs the Commanding General about Garrison activities.

    c.  Performs such duties as may be assigned by the Commanding General/Deputy Commanding General when acting for them in their absence.

7.  Formulates and announces policies and procedures pertaining to Garrison operations.

NOT USED

PUBLIC AFFAIRS OFFICE

MISSION

The Public Affairs Officer (PAO) is responsible directly to the Commander and staff on all aspects of command information, public information, community relations activities and the conduct of special events involving civilian and/or military participation in support of various Fort Gordon activities.

FUNCTIONS

Public Affairs Office
1.  Acts as official spokesperson for the command, implementing command information, policies and instructions.  Exercises staff supervision of command information, community relations, public information and installation Internet program.

2.  Supervises, coordinates and exercises operational control of planning, collecting, producing and disseminating command information down to individual units via various media to include radio, post newspaper and closed circuit television.

3.  Develops and implements internal policies, directives and procedures governing the execution of assigned missions and functions.

4.  Responsible for publication of Army Hometown News releases and exercises staff supervision of the Installation Guidebook.

5.  Serves as official spokesperson and speech writer for the Command Group.

6.  Responsible for all aspects of the command’s community relations program to include winning and keeping friends in the community by developing understanding and support of the missions and functions of the U.S. Army Signal Center and Fort Gordon.

7.  Plans, supervises and coordinates the conduct of special events involving the civilian community and/or military participation in support of community events and functions.

8.  Determines the propriety, legality, timeliness and appropriateness of furnishing Army support for community functions.  This support may be in the form of band performances, color guard and drill team demonstrations, personnel and equipment, and public speakers.

9.  Acts as liaison between the installation and external public in a two-state area, conducting tours and command presentations.

10.  Supervises, coordinates and develops programs to provide for understanding and support for our mission as it pertains to the communities located in the Central Savannah River Area (CSRA), to integrate our command with the local civilian community as much as possible, to develop effective and positive relationships between military personnel and citizens of the communities affected by our presence, and to establish personal contacts with the CSRA community through involvement in off-post participation in community, athletic and social activities, creating more awareness and a positive rapport with the public.

11.  Works with Internet Coordinator (Webmaster) to ensure that command policy concerning use of Worldwide Web System is met.  Provides guidance and support to other directorates in system usage, design and application.

Command Information Branch
1.  Maintains operational responsibility for the post newspaper, The Signal, and on-post cable television newscasts.  Provides assistance to the PAO with emphasis on maintaining effective relationships with national and local media sources and planning, organizing and presenting appropriate information on special events sponsored by the installation and the internal command information program.

2.  The newspaper staff’s primary mission is the timely dissemination of news of interest to the soldiers and civilians on Fort Gordon.  The Signal staff conducts interviews, prepares articles and photographs for copy and develops the layout and design of the weekly newspaper.

3.  The primary mission of the radio/television staff is the production of command information television products for broadcast through internal and external television outlets, narrations, voice-overs and operates and maintains character generator operations through the post cable television system.

Public Information Branch
1.  The Public Information Branch is responsible directly to the PAO on all aspects of public information as applicable to civilian media coverage of incidents, accidents, events and activities of Fort Gordon.

2.  Acts as official spokesperson for the command, responding to all media queries regarding incidents, accidents, events and activities of Fort Gordon.

3.  Acts as releasing officer for all news releases, to include written and verbal releases to media.

4.  Acts as liaison between media and command.

INSPECTOR GENERAL

MISSION
The Inspector General (IG) represents the Commanding General on matters affecting mission performance and the state of economy, efficiency, discipline, morale, training, and readiness of the command.  Following the guidance contained in AR 20-1, Inspector General Activities and Procedures, and AR 1-201, Inspections, the IG provides the Commanding General with a continuing assessment of the operational readiness of the command.

FUNCTIONS

Office of the Inspector General.  

1.  Provides the Commanding General with a continuing assessment of operational and administrative effectiveness of the command through the following:  evaluation of command management and leadership procedures and practices involving resources (these resources will include personnel, material, money, time, technology, and information), identification of systems and other issues, situations, or circumstances that affect mission performance and the isolation of associated causes, determination of the unit/activity to take corrective action, the evaluation of the appropriateness and/or adequacy of the action; and determination of the state of economy, efficiency, discipline, morale, esprit de corps, readiness, and resources throughout the unit/activity.

2.  Maintains surveillance over the effectiveness of IG functions and activities within the command, as appropriate, and advises the Commanding General on it effectiveness and other matters concerning IG activities.

3.  Formulates, disseminates, teaches, and trains on policies concerning IG functions throughout the command.

4.  Maintains involvement in the Program-Budget Advisory Committee (PBAC) cycle at installation level for budget requirements and considerations for all IG functions and activities throughout the command.

5.  Maintains in a secure environment the office of record, on behalf of the Secretary of the Army, for all IG records which originate in the office under prescribed policies and procedures.

6.  Receives and reviews all reports forwarded to the IG office, and in appropriate cases, forwards the comments and recommendations to the Commanding General or his delegated representative.

7.  Forwards for corrective action through command or IG channels, those issues, situations, or circumstances that cannot be resolved or corrected at the USASC&FG.

8.  Processes requests for access to copies of, or amendment of, IG records as outlined in AR 20-1 and AR 1-201.

9.  Performs all IG functions and activities as prescribed by appropriate law and regulation or directed by the Commanding General.

10.  Conducts appropriate and required training for those IG personnel not required to attend the Department of the Army Inspector General (DAIG) training course (i.e., acting IGs and augmentees, special duty (SD) personnel, or temporary IGs) who are selected to serve in the IG positions for less than 90 days.

11.  Serves as the proponent for broad inspection policy for the USASC&FG.

12.  Briefs, on a quarterly basis, the Commanding General, Deputy Commanding General, Garrison Commander, Chief of Staff, and the Commander, 15th Regimental Signal Brigade, on trends and analysis as relates to Inspector General cases.

13.  Serves as a teacher to the Pre-Command Course (PCC), Signal Officer Advanced Course (SOAC) , Signal Officer Basic Course (SOBC), and the Warrant Officer Basic Course (WOBC) on the mission and functions of an Inspector General.  The IG provides capability and awareness instructions for initial entry training (IET) students, the Advanced Noncommissioned Officer Course, Cadre/Drill Sergeant Orientation Course, Advanced Individual Training (AIT) Company Commander/First Sergeant Course, and Equal Opportunity Unit Advisor Training.

14.  Prepares and forwards to the Criminal Investigations Detachment (CID), those allegations that the IG has determined to be criminal in nature.

15.  Forwards to the Staff Judge Advocate, those issues and allegations that are sensitive and do require a legal opinion prior to processing.

Inspection and Follow-up Branch

1.  Conducts general, special, quick-look, and follow-up inspections, as directed by The Inspector General (TIG), and/or the Commanding General, or as prescribed by law or regulation.  Completed inspection reports will be provided to the authority directing the inspection.

2.  Provides oversight of intelligence functions and activities within the command in accordance with AR 20-1 and AR 381-10, U.S. Army Intelligence Activities, conducted under Executive Order (EO) 12333.

3.  Ensures that all functions and activities of the command are afforded an opportunity to submit inspection topics, and are periodically considered for a general, special, or a quick-look inspection.

4.  Performs the following audit and internal control functions:  reviews the audit follow-up system to ensure adequacy, effectiveness, and compliance with AR 36-2, Audit Reports and Follow-up, when directed by the Commanding General, either in conjunction with other elements or independently; reviews Internal Control Program documentation during the normal course of inspections to determine whether policies, standards, and  requirements have been effectively implemented (including procedures for supplementing and using internal control 

review (ICR) checklists), and management has taken effective action to alleviate internal control problems identified in audit/inspection findings and recommendations.

5.  Coordinates and cooperates with the local Internal Review and Audit Compliance (IRAC) office in connection with the performance of any inspection or investigation in order to preclude duplication of effort.  Provides external inspection and audit reports and other information to the local IRAC office.

6.  Serves as teachers in explaining Army systems, procedures, and processes as they relate to problem areas in the inspected function, or activity to improve operations and accomplish command objectives.

7.  Randomly reviews command and staff inspection reports to facilitate problem identification and IG inspection targeting within the command.

8.  Prepares and submits the biennial IG inspection plan to the Commanding General for approval.

9.  Prepares and submits the Semi-Annual Report to Congress in March and September of each year.

Assistance and Investigations Branch
1.  Receives, reviews, and processes Inspector General Action Requests (IGARs) and ensures that action to resolve the requests and follow-up actions are taken.

2.  Conducts inquiries into allegations submitted to the Office of the Inspector General (OTIG).  Forward completed inquires to the OTIG through the United States Army Training and Doctrine Command (TRADOC) IG.

3.  Prepares the Quarterly Trends and Analysis memorandum for the IG, USASC&FG.

4.  Assists and advises commanders and activities chiefs in the conduct of climate of command assessments.

NOT USED

OFFICE OF THE STAFF JUDGE ADVOCATE

MISSION

The Office of the Staff Judge Advocate provides complete legal advice to the Commander, his staff, and all other personnel authorized to receive such advice.

FUNCTIONS

Office of the Staff Judge Advocate

1.  Plans, supervises and coordinates the administration of all legal programs at Fort Gordon to include Preventive Law, Legal Assistance, Military Justice, Environmental Law, Contract Law, Operational Law, Claims, Administrative Law, Civil Law, and Labor Law.

2.  Provides advice on all legal matters arising in the command.

3.  Advises the Commander on pertinent matters concerning both general and special court-martial cases according to Articles 34, 60, and 64, Uniform Code of Military Justice (UCMJ).

4.  Ensures that all records of trial by summary and special courts-martial processed at Fort Gordon are reviewed for legal sufficiency by a Judge Advocate.

5.  Administers the Fort Gordon Staff Judge Advocate’s office.

6.  Supervises the processing of claims for and against the Government.  Approves payment of meritorious claims in amount not exceeding $25,000.  Also compromises claims in favor of the government in order to effect collection when the compromised amount does not exceed $25,000.

7.  Maintains liaison with federal, state, and local judicial officials through both personal contact and participation in activities sponsored by organizations such as the local and Federal Bar Associations.

8.  Recommends policies relating to conditions under which pretrial and post trial confinement of military personnel will be imposed.  Advises and assists other staff agencies and subordinate commands in the enforcement of announced policies relative to confinement.  Approves all pretrial confinements.

9.  Furnishes administrative and logistical support to the circuit judge and trial defense counsel located at Fort Gordon.

10.  Supervises all legal training and instruction to include in resident courses and the military justice training program.

11.  In coordination with the Director of Human Resources, ensures most effective utilization and assignment of legal personnel.

12.  Supervises Staff Judge Advocate (SJA) Office internal control program.

13.  Acts as Special Assistant U.S. Attorney in cases involving civilian misconduct on Fort Gordon. Prosecutes cases in Federal Magistrate Court and Federal District Court under the direction and supervision of the U.S. Attorney’s office.

14.  Provides military Magistrates to the Trial Judiciary to review pretrial confinement determinations and to issue necessary search and seizure authorizations on probable cause.

Criminal Law and Operations Division
1.  Studies and evaluates all reports of investigation involving criminal conduct; analyzes and advises on the application of military and civilian criminal statutes.  Advises investigators and commanders during all phases of criminal investigation.

2.  Advises commanders concerning all disciplinary matters, and initial adverse administrative actions.

3.  Monitors pretrial restraint imposed upon members of this command.

4.  Furnishes trial counsel in all general and special courts-martial, and court reporters in cases requiring verbatim transcripts of the proceedings.

5.  Provides post trial control and legal review of all records of summary and special courts-martial convened within the jurisdiction of the Commander, USASC&FG as general courts-martial supervisory authority, and takes required corrective action.

6.  Prepares all court-martial convening orders, general, special, summary court-martial orders, and appropriate supplementary orders.

7.  Coordinates the presence of witnesses as required for all trials at Fort Gordon and assists other posts in obtaining the presence of witnesses currently stationed at Fort Gordon.

8.  Provides instructors for legal instruction and training, utilizing personnel from all branches.  Supervises military justice training in subordinate commands.

9.  Provides trial counsel to process and represent the U.S. Army at enlisted and officer administrative separation proceedings.

10.  Prepares all driving under the influence (DUI) letters of reprimand as well as General Officer letters of reprimand.

11.  Provides trial counsel appointed as Special Assistant U.S. Attorneys to represent the government in Federal Magistrate Court and Federal District Court regarding all cases of civilian misconduct arising on Fort Gordon.

12.  Provides a victim witness liaison officer to provide and coordinate support to all victims and witnesses of criminal misconduct occurring on Fort Gordon.

Civil and Administrative Law Division
1.  Provides advice and opinions relating to the organization, powers, functions, and employment of the Army, and the powers and authority of the Fort Gordon Installation Commander, the Chief of Staff, Directors, and other officers and employees, in relation to their official duties.

2.  Analyzes and provides legal advice and opinions concerning the interpretation and application of laws, regulations, statutes, and directives relating to the U.S. Army generally and to its members,  to include questions pertaining to appointment, induction, promotion, separation, discharge, retirement, pay and allowances, status, administration, enforcement of family support obligations, and authorized activities, i.e., virtually any legal issue affecting soldiers.

3.  Provides legal advice concerning Federal jurisdiction over  reservations (installations and activities) under the jurisdiction and control of the Fort Gordon Installation Commander, and matters directly relating thereto.

4.  Provides counsel to the Director of Human Resources and other staff offices concerning labor-management and civilian personnel law.  Provides counsel to various administrative boards, to include, Merit Systems Protection Board, Equal Employment Opportunity Commission, Office of Complaint Investigations, Federal Labor Relations Authority, and Federal Impasse Panels.  Works closely with higher headquarters as well as the United States Attorney.  Works especially closely with Management Advisory Services Branch and the Equal Employment Opportunity Office.  Writes legal opinions, memorandums of law, litigation reports, responses to pleadings and motions, and briefs on civilian personnel law and federal labor relations in general.  Frequently personally briefs Fort Gordon leadership (Commanding General, Garrison Commander, and Chief of Staff), and regularly coordinates with the Office of the United States Attorney, TRADOC, and the Department of the Army.

5.  Provides Ethics Counselor advice to all military and civilian personnel on the installation and coordinates, as necessary, with other agencies (Air Force, Navy, Marine Corps).  Reviews confidential financial disclosure reports (SF 450) and public financial disclosure reports (SF 278).  Provides annual training for financial disclosure report filers and provides initial entry ethics training to Signal Officers Basic Course (SOBC) soldiers and new civilian employees.  Provides advice and opinions on all matters covered in Department of Defense (DOD) Reg 5500.7-R, the Joint Ethics Regulation; topics include conflicts of interest, enforcement and reporting, gifts and gratuities, use of government property, outside employment and activities, post-government service employment, private organizations, procurement integrity, and transportation and travel benefits.

6.  Provides advice to the Environmental and Natural Resources Management Office (ENRMO), the Garrison Commander, the Commanding General and other staff offices on the Army Environmental Law program to ensure compliance with applicable federal and state laws, regulations and Executive Orders.

7.  Provides advice on numerous federal and state environmental laws including the following:  Clean Water Act, Clean Air Act, Resource Conservation and Recovery Act, Comprehensive Environmental Response, Compensation and Liability Act, Safe Drinking Water Act, and the Georgia Hazardous Site Response Act.

8.  Provides advice to the Wildlife and Hunting and Fishing programs on Fort Gordon under the Sikes Act.

9.  Works closely with ENRMO to formulate response strategies to Notices of Violations from the State of Georgia and the U.S. Environmental Protection Agency (EPA) and, where appropriate, negotiates with State and EPA regulators and attorneys to secure the best result for Fort Gordon and the environment.

10.  Conducts liaison with other Environmental Law Specialists at DOD installations in Georgia, the Southeast Regional Environmental Office and with TRADOC and Department of the Army (DA) environmental law attorneys to be fully informed of the latest legal and factual developments in the environmental arena.

11.  Coordinates, along with representatives of ENRMO, all aspects of cooperative environmental projects with non-DOD and non-governmental agencies (such as the Savannah River Site and the Southern Technology Center).  Drafts and/or reviews for legal sufficiency documentation implementing such projects.

12.  Visits various environmentally significant sites on the installation to learn and fully appreciate the relevant environmental and legal issues involved with the site.

13.  Provides training in the legal aspects of the environmental mission to the Signal Officer Advance Course and other appropriate audiences.

14.  Reviews entire Environmental Projects Report (former 1383 Report) twice a year and coordinates with ENRMO and TRADOC Environmental Law Attorney to resolve differences concerning funding categories prior to certification by the Staff Judge Advocate.
15.  Provides legal advice to two appropriated fund contracting activities at Fort Gordon, the Directorate of Contracting (TRADOC) and the Southeastern (SE) Regional Contracting Center (MEDCOM).  Reviews solicitations for negotiated and sealed bid contracts, modifications of contracts, and awards of contracts.

16.  Advises Contracting Officers on bid protests, disputes, and terminations and other legal matters affecting contracts (from simplified to major contracts).

17.  Advises the Source Selection Board for the base operations contract and other high dollar contracts.

18.  Serves as the agency counsel at the installation level and assists attorneys in the Contract Appeals Division, the Army Litigation Division, and United States Attorneys, in litigation before the General Accounting Office, the Armed Services Board of Contract Appeals, U.S. Court of Federal Claims, and U.S. District Court.

19.  Serves as procurement fraud advisor.

20.  Provides oral and written advice.

21.  Prepares litigation reports and memorandums of law on often complex issues in litigation.

22.  Works closely with the Director of Contracting staff and the MEDCOM SE Contracting Center staff.

23.  Advises the Director of Community Activities on nonappropriated fund contracts (reviews solicitations and awards, and advises the morale support fund’s Contracting Officer both orally and in writing).

24.  Investigates, analyzes, coordinates, and advises on litigation activities, prepares litigation reports, and assists the United States Attorney in the defense of suits brought against the United States arising within the command.

25.  Provides legal advice to the Director of Community Activities and other staff offices on nonappropriated funds (programs and policies, fiscal controls, and contracts).

26.  Reviews for legal sufficiency the proceedings of boards of officers and investigating officers; administrative discharges; elimination from Signal Center courses (Basic Noncommissioned (NCO) Course, Advanced NCO Course, Signal Officer Basic Course, Signal Officer Advance Course, Warrant Officers Basic Course); conscientious objector applications, reports of survey and appeals and relief from the assessment of financial liability.

27.  Advises AR 15-6 Investigating Officers and Article 32, UCMJ, Investigating Officers.

28.  Provides legal advice to the Director of Information Management, the Directorate of Contracting , and other staff offices, on the release or withholding of documents requested under the Freedom of Information Act and the Privacy Act.

29.  Reviews subpoenas and court orders requesting the appearance of federal employees as witnesses in federal and states courts and for the production of official government records in conjunction with litigation.

30.  Provides legal advice to the Director of Resource Management on all matters concerning statutory and regulatory constraints on the use of appropriated funds (purposes, availability as to time, obligation of funds, Anti-deficiency Act, and any other matter dealing with such funds).

31.  Provides advice on a tremendous variety of subject-specific actions affecting the day-to-day operation of the installation.  Topics include:

AAFES

Abandoned Property

ACS


Adopt-a-School

Adoption

Advertising

Alcoholic Beverages

Animal Control

AER

Army Band

Article 32 Advice

Article 138 Complaints

Banks and Credit Unions

Chapel

Civil Disaster Support

Civilian Personnel Law

Claims (General)

Club System

Commissary

Community Relations

Congressionals

Copyrights

Driving Privileges

Eisenhower AMC

Entry  Exit, Search

Fair Housing Law

Family Housing

Family Members

Fire Department

Fisher House

Fund-Raising

Garnishment

Gate Inspections

Gifts

Hunting and Fishing

Intellectual Property

Juveniles

Mail

Medical Care

Military Personnel Law

MP Operations

Political Activity

Posse Comitatus

Post Newspaper

Property Loan/Lease

Public Affairs

Repossessions

Releases

Safety

Schools

Solicitations

Smoking Policies

Sponsorship Program

States Law

Support to Civil                   

     Authority

Use of Vehicles

32.  Advises Task Force Director on the Task Force’s authority under the National Science Center (NSC) enabling legislation and memorandums of agreement with the National Science Center Foundation and Discovery Center Incorporated.  Also advises on programs, contracts, cooperative agreements, expenditure of funds, and other matters affecting the operations of the National Science Center.

33.  Advises the command and staff in conjunction with the Army Corps of Engineers on acquisition, use, and disposal of real property.

34. Provides instruction on standards of conduct, reports of survey, environmental law, line of duty investigations, and other topics to Signal Officer Basic Course, Signal Officer Advance Course, and Warrant Officer Basic Course.

Legal Assistance Division
1.  Conducts the legal assistance and preventive law activities of the command.

2.  Maintains liaison with the local bar associations, maintains and operates the Fort Gordon Civilian Attorney Referral Program.

3.  Interviews, advises, and assists authorized active duty and retired  military personnel and their authorized family members in resolving legal problems, to include the preparation of legal documents and instruments, including but not limited to contracts, will, powers of attorney, and income tax returns.

4.  Provides notarial service to authorized individuals. Provides bi-weekly in-hospital legal assistance at Dwight David Eisenhower Army Medical Center (DDEAMC) for inpatients and staff.

5.  Prepares correspondence and reports pertaining to legal assistance matters. Assists clientele with preparation and processing of citizenship and immigration matters.  Coordinates and facilitates pending cases with the Immigration and Naturalization Service.

6.  Coordinates and oversees the Volunteer Income Tax Assistance (VITA) Program for Fort Gordon, including the supervision of nearly 100 unit tax advisors and volunteers.

7.  Coordinates and supervises the implementation of the Army Legal Assistance Program under provisions of AR 27-3.

8.  Advises and assists clients in non-UCMJ adverse military actions, including but not limited to bars to reenlistment, reports of survey, line of duty investigations, Officer Evaluation Report(OER)/Army Emergency Relief (AER)/NCO Evaluation Report (NCO-ER) appeals, and adverse information filings.

9.  Responsible for staffing and servicing all Soldier Readiness Processing activities to include country law briefings, expedient will, power of attorney,  and other legal document production and advising soldiers concerning Service- men’s Group Life Insurance (SGLI) and other insurance programs and options.

Claims Division
1.  Ensures that claims in the area of responsibility are promptly investigated according to AR 27-20.

2.  Acts as claims settlement authority on claims within the monetary jurisdiction of AR 27-20, and forwards claims beyond such jurisdiction to the Commander, U.S. Army Claims Service, for action.

3.  Asserts, collects, settles, waives or terminates claims in favor of the United States for damage to, loss, or destruction of Army property, and for the recovery of the reasonable value of medical care furnished or to be furnished by the United States.

4.  Supervises the claims operation of claims processing offices within this area, i.e., at DDEAMC.

5.  Implements claims policies and guidance furnished by the Judge Advocate General or the Commander, U.S. Army Claims Service.

6.  Ensures there is an adequate number of qualified claims personnel to take prompt action on claims, and that they are adequately trained.

7.  Budgets and funds for claims investigations and activities to include per diem and transportation of claims personnel, claimants and witnesses, independent medical examinations, appraisals, independent expert witnesses, long distance phone calls, recording and photographic equipment, use of express mail or couriers, and other necessary expenses.

8.  Procures and disseminates adequate legal publications on local law and verdicts relating to tort claims within the area of jurisdiction.

9.  Develops and maintains written plans for disaster or civil disturbance.

10.  Implements the Army’s Article 139 claims program.

11.  Analyzes, coordinates, and advises on litigation activities involving claims for and against the United States, prepares litigation reports on and assists the United States Attorney in the defense of suits brought against the United States.

12.  Maintains a close working relationship with the Medical Claims Attorney, Dwight David Eisenhower Army Medical Center, to assist in recognizing, reporting, and investigating medical malpractice incidents and claims.

Administrative Office

1.  Plans, directs, coordinates, and controls activities of the respective staff office and its subordinate elements under the provisions of existing regulations, command policies, and directives.  Develops and implements internal policies, directives, and procedures governing the execution of assigned missions and functions.

2.  Assists and advises the Staff Judge Advocate on management aspects of Staff Judge Advocate activities to include coordination of programming, budgeting and other Army Command Management System functions.  Performs review and analysis functions for the Staff Judge Advocate, supervises and coordinates management improvement activities.

3.  Ensures effective use of available personnel resources by assigning properly skilled personnel to respective tasks, and continuously evaluating performance.  Initiates corrective action as required.  Arranges for employee training, development, reassignment, promotion, demotion, and separation.

4.  Ensures that intelligence, information security, and physical security requirements are met.

5.  Monitors safety requirements.  Promotes safe operating procedures and employee’s safety consciousness.

6.  Reviews internal organization continuously to ensure proper alignment of functions and resources for efficient mission accomplishment.

7.  Compiles, coordinates, and submits historical information.

8.  Ensures protection of government property and promotes supply economy.

9.  Coordinates with supervisors and reports on contacts outside the chain of command with representatives of higher, lateral, and subordinate headquarters, agencies and staff elements.

10.  Establishes internal policy and guidance on office administrative matters.

11.  Coordinates and prepares Table of Distribution and Allowances (TDA) and Schedule X input for Staff Judge Advocate activities for submission to DRM.

12.  Receives and distributes incoming mail, provides messenger service, and processes unclassified and classified correspondence.

13.  Ensures action on directives and maintains suspense system to ensure timely reply to correspondence.

14.  Ensures that records, files, forms management, and correspondence matters are handled in accordance with applicable regulations.

15.  Maintains and submits time and attendance reports.  Maintains informal personnel files and locator cards for assigned personnel.  Initiates or coordinates personnel actions for military and civilian personnel.  Coordinates and records training of personnel.

16.  Prepares work order requests for repair of equipment and telephone service.

17.  Coordinates necessary changes to telephone listings or directories with the Directorate of Information Management (DOIM).

18.  Provides internal supply support, to include control and accountability for nonexpendable property, maintenance of equipment, and the requisitioning of forms, publications, office supplies, and equipment.

19.  Coordinates internal transportation requirements and supervises use of assigned administrative vehicles.

20.  Requests orders for temporary duty (TDY) travel and monitors submission of travel vouchers.

21.  Maintains reference publications as required.

22.  Coordinates incentive awards program.

23.  Plans, coordinates, and supervises all office information management systems, plans, and policies.

NOT USED

CHAPLAIN ACTIVITIES

MISSION

Advises the Commander and staff on matters of religion, morals, and morale as it is affected by religion.  The Chaplain assists the Commander in ensuring that the policies and leadership practices of the command are in keeping with strict moral, ethical, and humanitarian standards.

FUNCTIONS

Installation Staff Chaplain

1.  Plans, administers, and supervises all matters pertaining to the religious and moral welfare of: active duty military personnel, their family members, retired military, their family members, and authorized civilian personnel who are dependent upon the Army for religious support.

2.  Establishes policies and procedures governing internal management functions within the Chaplain’s Office, and performs or delegates performance of those functions to include development of plans for continued professional growth, ministry teams training, and collegiality among Chaplain personnel.  Ensures maintenance of denominational endorsement of chaplains.

3.  Prepares the Command Master Religious Program (CMRP) annually and submits it to the Commander.

4.  Provides a comprehensive program of pastoral care to brigades and other tenant units.

5.  Provides opportunities for worship, public and private, consistent with the religious beliefs, customs, and practices of the Fort Gordon community.

6.  Provides for the proper and appropriate administration of rites, sacraments, and ordinances.

7.  Provides religious education opportunities for groups and individuals.

8.  Provides and performs care such as pastoral counseling, spiritual guidance, visitation of the sick and confined, and pastoral visits to barracks, quarters, duty, training, and recreational areas.

9.  Initiates command policies and programs which provide opportunities for personal growth through valued education experience within the guidelines of the Human Self Development Program.

10.  Places particular emphasis on the welfare of the soldier and on providing specialized ministries where locally required.

11.  Maintains liaison with religious groups in the civilian community to promote equitable religious treatment of military personnel and their family members and to promote collegiality with civilian clergy of surrounding communities.

12.  Ensures that authorized facilities, equipment and supplies are available and properly utilized.

13.  Maintains liaison with staff chaplains of higher, adjacent and subordinate headquarters to ensure expeditious handling of technical matters concerning the Army chaplains.

14.  Supervises branches.

15.  Recruits and accesses chaplains and chaplain assistants.

Operations, Training, and Mobilization Branch

1.  Coordinates with all installation staff agencies and community social agencies on behalf of the Installation Staff Chaplain.

2.  Conducts and coordinates chaplain parish development activities and volunteer resources.

3.  Coordinates local and higher personnel management actions for chaplains, chaplain assistants and civilian employees, monitoring the Tables of Distribution and Allowance (TDA), Modification Table of Equipment (MTOE), and Unit Manning Reports (UMRs).

4.  Develops the standing operating procedures (SOP) for the Installation Chaplain’s office.

5.  Advises the Installation Staff Chaplain concerning status of programs and administrative actions.

6.  Serves as Chaplain liaison for Army Signal Command (ASC), Military Intelligence (MI), Dwight David Eisenhower Army Medical Center (DDEAMC), and their higher headquarters staff.

7.  Plans, coordinates, and conducts Unit Ministry Team military occupational speciality (MOS) related and developmental training.

8.  Oversees the operational functions of the Resource Management Branch (RMB), Family Life Branch (FLB), Religious Activities Branch (RAB), and the Training Brigade Branch.

9.  Performs mobilization planning functions for the Installation Staff Chaplain and develops the Mobilization (MOB) TDA SOP.

Resource Management Branch 

1.  Executes the chaplain portion of the command operation program and budget Command Master Religious Program (CMRP).

2.  Monitors procurement, replacement and maintenance requirements for all chapel property, equipment and supplies.

3.  Monitors the use of all religious facilities.

4.  Provides supervision of nonappropriated chaplain’s funds, appropriated funds, and Department of the Army (DA) Grants.

5.  Develops the Installation Staff Chaplain nonappropriated fund (NAF)/appropriated fund (AF) activities office SOPs.

6.  Coordinates all fund actions.

7.  Implements the guidance of the Office of the Installation Staff Chaplain.

8.  Advises the Installation Staff Chaplain on all administrative and logistical matters.

9.  Serves as the Central Accounting Office (CAO) Property Book Officer and Internal Controls Officer.

Religious Activities Branch

1.  Conducts and provides for Protestant, Jewish, and Catholic services and other services as required.

2.  Supervises denominational worship services and rites.

3.  Conducts military weddings, funerals, memorial services, other special command worship services and ceremonies.

4.  Coordinates special religious observances and rites.

5.  Supervises the installation music and youth programs.

6.  Supervises and conducts installation religious education activities and personnel.

7.  Supervises Ministry team members under the RAB.

8.  Institutes internal controls for chapel centers for funds, property and personnel.

9.  Plans, prepares, coordinates and consolidates religious activities portion of the CMRP.

Family Life Branch

1.  Conducts family life education sessions and family counseling dealing with marital issues, family abuse, family conflicts, and drug and alcohol abuse.

2.  Provides group educational sessions for pre-marital candidates post-wide.

3.  Sponsors spouse waiting on spouse group and counseling when military member is absent from the family.

4.  Provides family support activities in conjunction with unit chaplains in the event of deployment or mobilization.

5.  Coordinates with installation family support agencies for the Installation Staff Chaplain.

6.  Trains ministry teams and selected unit personnel in family intervention skills.

7.  Trains chaplains in counseling and other crisis/intervention and helping skills.

8.  Advises the Installation Staff Chaplain on family life issues and family intervention concerns.

9.  Plans and prepares the FLB CRMP.

Training Brigade (Tng Bde) Branch

1.  Provides worship ministries and religious administrations to units and, when called upon, specific denominational rites/ceremonies.

2.  Coordinates and conducts chaplain support activities.

3.  Provides ministry of presence with visitation to the billets, work areas, training sites and dining facilities.

4.  Provides pastoral counseling and pastoral care for assigned personnel and their family members in individual or group settings.

5.  Trains soldiers in moral leadership and human self development.

6.  Maintains proficiency in military skills and physical fitness while coordinating the annual training schedule.

7.  Plans, prepares, coordinates and consolidates the brigade CMRP.

8.  Supervises and trains Battalion Ministry Team members.

COMMAND HISTORIAN

MISSION

The Command Historian coordinates branch history research, writing, education and training.  Promotes cohesion and esprit de corps through the use of Signal Corps history in, for example, historical vignettes and building and street memorializations.  Encourages the use of historical analysis in the formulation of Signal Corps concepts, tactics, doctrine, operational planning, education and training, and combat development.  Provides an institutional memory and research data base of the Signal Corps and Fort Gordon through the creation and maintenance of the Signal Corps Archives whereby records of the past can be studied and applied to the resolution of current and future Signal Corps and Fort Gordon problems and issues.

FUNCTIONS

1.  Serves as the proponent for historical activities of the branch (for functional area) represented by the school and acts as the point of reference for the history of the branch.

2.  Advises the Commander on Army and United States Army Training and Doctrine Command (TRADOC) historical program responsibilities and represents the Commander on matters relating to military history.

3.  Serves as consultant and advisor to academic departments for infusion of military history into the curricula and assisting in the development and teaching of military history.

4.  Serves as custodian of the documents and records relating to the branch and installation activities by maintaining an archives that serves as the corporate memory of the U.S. Army Signal Corps and the Fort Gordon installation.

5.  Prepares periodic documented histories including oral history interviews relating to the branch or functional area, dealing with significant mission-related activities.

6.  Prepares the Annual Command History in accordance with AR 870-5 and TRADOC and USASC&FG supplements.
NOT USED

INTERNAL REVIEW AND AUDIT COMPLIANCE OFFICE                                                                                                                          

(IRAC)

MISSION

This office provides commanders an independent professional, internal audit capability to resolve known or suspected problems having significant resource or mission impact in accordance with AR 11-7.  Performs audits of financial operations and management, program and mission results and economies and efficiencies in accordance with Comptroller General standards and those professional standards promulgated by the Department of Defense (DOD) and Auditor General of the Army.

FUNCTIONS
Internal Review and Audit Compliance Office

Provides general supervision over IRAC office operations including:  branches, administrative, program and budget functions; installation advisor on audit/internal review matters; plans, manages, and directs the installation Internal Review Program.

Internal Review Branch

1.  Conducts audits.

2.  Performs troubleshooting reviews.

3.  Evaluates the system of internal controls and implementation of Internal Controls Program.

4.  Identifies potential monetary benefits as a result of an IRAC report.

5.  Performs and monitors cash verifications and cash level reporting.

Audit Compliance Branch

1.  Performs follow-up of all internal and external audit reports.

2.  Performs liaison between functional elements and external audit agencies.

3.  Coordinates, consolidates, and assures responsiveness of command replies to external audit reports.

4.  Monitors and tracks all audits performed by external agencies at the installation from initiation of the audit to implementation of all corrective actions.

5.  Audits changes in Headquarters, TRADOC directed commercial activities recostings and reviews and verifies cost comparison calculations when contract price becomes known.
NOT USED

EQUAL EMPLOYMENT OPPORTUNITY OFFICE

MISSION

The Equal Employment Opportunity Officer serves as the principal advisor to the Commander on the Army’s civilian equal employment opportunity (EEO) affirmative employment program responsibilities under Title VII of the Civil Rights Act of 1964, as amended, 29 CFR 1614, and Army Regulations 690-600 and 690-12.

FUNCTIONS

1.  Provides technical guidance and assistance to the Commander, managers, supervisors, and employees of United States Army Signal Center and Fort Gordon (USASC&FG) and Dwight David Eisenhower Army Medical Center (DDEAMC), as well as other tenant activities, regarding the Affirmative Employment Plan, informal and formal complaint processing, and EEO policies and procedures.

2.  Conducts program studies to identify out-of-balance employment practices, inequitable management practices, and systematic barriers for adverse impact.

3.  Evaluates and reports program effectiveness to the Commander and management officials, with recommendation for change in the employment plan, personnel practices, or other management activities which have impact on the EEO Program.

4.  Keeps the Commander and management officials informed of equal employment conditions in the community which affect employability of minorities and women.

5.  Provides a point of contact for coordination and liaison between management and program staff, various organizations concerned with the employment and/or the employability of minorities and women, and community leaders to keep them informed and assist them in getting maximum impact through concerted activities and pooling of resources.

6.  Coordinates with Civilian Personnel Advisory Center to ensure that actions are in harmony with both the merit system and EEO Program objectives, and monitors selection actions and supervisory appraisals in the achievement of EEO objectives.

7.  Furnishes technical guidance and supervision to EEO Counselors and ensures that they are adequately trained to perform their function of resolution of EEO complaints.

8.  Accepts formal discrimination complaints and takes action to resolve such complaints with regard to race, religion, color, national origin, sex, age, mental/physical handicaps and/or reprisal when resolutions have not been accomplished during the informal stage.

9.  Analyzes discrimination complaints to identify problem areas and develop information to use in designing more effective program plans and actions.

10.  Ensures, in coordination with the training officer, that appropriate EEO training is provided for managers, supervisors, and employees, including Department of the Army training in the prevention of sexual harassment.

11.  Serves as a central control point for the collection, maintenance, analysis, and dissemination of minority/women employment data.

12.  Manages the civilian EEO career program for the installation.

13.  Directs the activities of the Special Emphasis Program which includes the Federal Women’s Program, the Hispanic Employment Program, the Black Employment Program, the Asian Pacific Islander Program, and the Alaskan Native/American Indian Program. Provides assistance, advice, and resources required to promote and implement employment of women and minorities in the Federal work force.

14.  Participates with the Human Resources Manager in the development of the affirmative action plan for hiring, placement, and advancement of handicapped individuals.

EQUAL OPPORTUNITY OFFICE
MISSION

The Equal Opportunity (EO) Officer serves as the principal advisor to the Commanding General on the Army’s EO Program responsibilities as prescribed in Army Command Policy, AR 600-20, chapter 6.

FUNCTIONS

1.  Provides technical guidance and assistance to the Installation Commander, special staff, commanders, managers, and supervisors, active duty military personnel, Department of Army Civilian (DAC) employees, and family members on all EO matters to include affirmative actions, complaint processing, and EO policies and procedures.  Provides technical guidance and assistance to tenant activities/commands and off post agencies regarding Army EO policies and procedures.

2.  Evaluates and reports program effectiveness to the Commander and management officials, recommending change in personnel policies and practices as well as other managerial activities that impact on EO, readiness, and mission accomplishment.

3.  Responsible for planning, organizing, and implementing  the installation EO Program to include provisions of the Title VII of the Civil Rights Act of 1964 as amended, and AR 600-20 and AR 690-600.

4.  Prepares and publishes the installation EO Affirmative Action Plan in accordance with Department of the Army (DA) directives.  Evaluates progress, recommending changes as appropriate.

5.  Ensures Commander and leaders are abreast of EO conditions in the community which affect the quality of life for all personnel.  Interacts with local community agencies, organizations, and activities to enhance community relations.

6.  Conducts inquiries and reviews investigations into complaints alleging discrimination on the basis of race/ethnicity, gender, religion, national origin, color, and/or religious preference.  Recommends appropriate actions to correct injustices and to eliminate systemic barriers.

7.  Conducts inquiries and reviews investigations into allegations of sexual harassment recommending appropriate corrective measures to prevent recurrence.

8.  Exercises overall responsibility for monitoring the EO Education and Prevention of Sexual Harassment Training Programs.  Provides training management guidance to all assigned elements at this installation and to Reserve, National Guard, Reserve Officers’ Training Course (ROTC),  Navy, Air Force and Marine personnel upon request.  Conducts the Equal Opportunity Representatives Course.

9.  Performs semiannual inspections of all units and activities to ensure that EO policies are implemented as required.

10.  Plans special events and observances to various ethnic days, weeks, and months.

11.  Coordinates with Directorate of Public Works, Installation Housing Division to address issues and allegations of discrimination in both on and off post housing.  Assists with inquiries, serving as verifiers, and making recommendation for corrective measures and/or restrictive sanctions.

12.  Serves as subject matter expert to Armed Forces Disciplinary Control Board to address allegations of discrimination off post.  Recommends corrective measures and/or off limits sanction as appropriate.

13.  Analyzes discrimination complaints and data to identify trends or patterns and to develop information to use to design a more effective program.



DIRECTORATE OF PUBLIC SAFETY
MISSION

The Directorate of Public Safety(DPS)/Military Police Activity advises the commander and his staff on crime trends, law enforcement, crime prevention, personnel, information, automation, physical security, fire protection/prevention, and safety matters pertaining to Fort Gordon.  The Director is dual-hatted as the Commander of the Military Police Activity as well as installation Provost Marshal also responsible for law enforcement in the following additional areas: traffic investigation/violation, vehicle/weapon registration, game warden, K-9 support, and criminal investigation.  Law enforcement mission serves over 23,000 military, civilian and family members to include approximately 50,000 retirees residing in the Central Savannah River Area(CSRA).  Additionally, the Provost Marshal Office maintains close liaison with federal, state and local law enforcement agencies to ensure adequate law enforcement services are provided to the Fort Gordon military community.

FUNCTIONS

Director/Commander/Provost Marshal
1.  Directs, coordinates, controls, and manages the installation law enforcement operation, security, safety and fire protection/prevention, and the Military Police Company.

2.  Advises the Commanding General and other staff and operating officers on security, crime prevention, the maintenance of order, discipline, enforcement of laws, orders, and regulations regarding military police services and activities.

3.  Serves as the President of the Armed Forces Disciplinary Control Board to monitor civilian business practices within the Fort Gordon area of responsibility.

4.  Coordinates law enforcement activities with those of Criminal Investigation Division (CID), Federal, state, county and city law enforcement agencies and the Federal, state, county and municipal courts in the CSRA.

5.  Provides special law enforcement support services under the provisions of AR 5-9 in Georgia and South Carolina.

6.  Serves as a member of the CSRA Law Enforcement Training Academy Advisory Board for certifying courses under the Georgia Police Officers Standards Training (POST) Council.

7.  Serves as the Installation Fire Marshal responsible for fire protection and prevention services.

8.  Oversees security programs involving personnel, automation, and information security; incorporates physical security into law enforcement operations.

9.  Oversees incorporation of technical and radiological safety programs into communications-electronics training and battlefield situations.  Administers the safety and occupational health and public safety programs for the installation.

10.  Serves as a Director of the Boys Club of Augusta representing the Commander.

Administrative Support Division
1.  Performs general office services to include, but not limited to, control of distribution, administration of civilian personnel management, coordination with Finance, transportation, education center, and various civilian training agencies. Conducts general clerical and administrative support and services.  Maintains records and conducts files management.

2.  Manages the Military Police Management Information System (MPMIS).  Inputs data into the Offense Reporting System (ORS2).

3.  Conducts budget and manpower planning research.

4.  Manages printing and reproduction services.

5.  Performs revocation/suspension actions pertaining to installation driving privileges.

6.  Responsible for automatic data processing (ADP) management for the directorate.  Conducts information management services.  Distributes electronic mail.  Manages word processing and office equipment.

7.  Conducts forms management.

8.  Provides logistical support to the directorate. 

Military Police Company
1.  Provides trained military police to the Provost Marshal(DPS Law Enforcement Division) to perform law enforcement and security on Fort Gordon.

2.  Initiates and monitors all soldier training pertaining to law and order operations, common soldier tasks, basic military police tactical tasks, and physical training.

3.  Ensures preparedness for overseas movement and the health, welfare, discipline, and morale of all military personnel.

4.  Provides command, control, administrative support, logistical support, and billeting for attached and assigned personnel.

Law Enforcement Division
1.  Manages accomplishment of the law enforcement mission for the installation which includes supervision of the Military Police Desk, patrol operations, Military Police Investigations (MPI), working dog, Police Services, game warden, and investigative activities as directed by the Director/Provost Marshal.

2.  Establishes operational policies and responsibilities for military police personnel on duty.

3.  Coordinates personnel requirements with the Military Police Company and directs duty assignments of these personnel in coordination with the Director/Provost Marshal.

4.  Coordinates, plans, and directs all traffic operations.

5.  Maintains discipline and law and order on the installation, enforcing the Assimilative Crimes Act and regulations pertaining to domestic animals.

6.  Compiles, maintains, and reports statistics on criminal activities on the installation.

7.  Provides continuous computer terminal link to the Georgia Crime Information Center (GCIC)/National Crime Information Center (NCIC) for law enforcement agency use in the local military jurisdiction.

8.  Ensures operational readiness of patrol personnel and equipment, including vehicles, communications, emergency equipment, and working dogs.

9.  Receives, plans and coordinates special military police operations.  Coordinates with Military Police Company for support of these operations.

10.  Ensures refresher training is conducted in accordance with applicable regulations and manuals.

11.  Ensures that Georgia State intoximeter and radar re​certification training is completed prior to expiration dates.

12.  Conducts motor vehicle traffic accident investigations and traffic surveys designed to improve road and traffic flow conditions.

13.  Ensures that required liaison is established and coordination is maintained with community mayors.

14.  Provides traffic control support for special events and military police support for convoy and vehicle escorts.

15.  Coordinates work order requests for the fabrication and posting of traffic control devices.

16.  Supervises the Military Police motor fleet.

17.  Conducts internal investigations as required.

18.  Inputs data into the Offense Reporting System (ORS).

Desk Operations
1.  Supervises and directs the enforcement of military regulations/directives, and state and federal laws within the boundaries of Fort Gordon.

2.  Supervises the conduct of patrol operations on an installation serving 60,097 military personnel, retirees, family members and civilian employees covering 88 square miles.

3.  Ensures prompt receipt and processing of complaints.

4.  Ensures military police desk blotter is accurately prepared and distributed in a timely manner.

5.  Directly supervises Military Police patrol operations.

6.  Monitors criminal activity on the installation to determine the distribution of military police patrols and patrol areas.

7.  Ensures refresher training is conducted in accordance with applicable regulations and manuals.

8.  Conducts 24-hour desk operations.

9.  Receives evidence and other found property from patrols and ensures proper documentation.

10.  Ensures proper operation of the National Crime Information Center (NCIC) computer data link.

11.  Maintains shift journal.

12.  Receives, reviews and ensures the completeness of Military Police reports.

13.  Conducts case coordination with Staff Judge Advocate (SJA), civilian police agencies, and commanders.

14.  Conducts patrol operations and traffic control operations within the boundaries of Fort Gordon.

15.  Conducts apprehensions of suspected criminals.

16.  Conducts special Military Police operations, as required.

17.  Monitors detention cell operations and offenders detained in cells.  Coordinates with medical personnel for examination of detained personnel as needed.

Military Police Investigations 
1.  Conducts investigations of misdemeanor and felony offenses, as outlined in AR 190-30, AR 195-2, and Memorandum of Understanding (MOU) between USACIDC and the DPS.

2.  Investigates larcenies and damage of both private and government property valued up to $1000, in which the occurrence does not involve another major crime, such as murder, and in which the stolen property is not of a sensitive nature, such as firearms or narcotics.

3.  Investigates offenses involving use and/or possession of non-narcotic controlled substances (marijuana and other hallucinogenics) when the amount involved is sufficient for personal use only.

4.  Conducts crime prevention activities and internal affairs investigations as directed by the Director/Provost Marshal.

5.  Provides assistance to CID personnel as directed.

6.  Maintains liaison with pawn shops in the CSRA to locate and recover stolen property.

7.  Conducts continual National Crime Information Center (NCIC) input/output for police use within local military jurisdiction.

8.  Coordinates and administers the Fort Gordon Juvenile Program.

9.  Conducts investigations of off-post establishments for the Armed Forces Disciplinary Control Board pursuant to AR 190-24.

10.  Operates and maintains the MP Evidence Room lAW AR 195-5.

Military Police Working Dog 
1.  Ensures the training, use, and care of the military police working dogs assigned to Fort Gordon are adequate and in accordance with established Army directives and guidance.

2.  Coordinates with unit commanders at Fort Gordon the use of patrol/narcotic detector dog teams.

3.  Receives and disseminates requests for military working dog support.

4.  Provides narcotic and explosive detection dog support on and off post, as required, in accordance with appropriate regulatory guidance. 

5.  Conducts briefings and demonstrations to educate personnel on the military working dog program.

Police Services Branch
1.  Manages absent without leave (AWOL) apprehension and civil liaison, magistrate liaison, privately owned weapons, and vehicle registration programs.

2.  Establishes operational policies and responsibilities for military police personnel within the section.

3.  Compiles, maintains, and reports statistics on traffic accidents and violations.

4.  Maintains the Photo-electric Intoximeter and Intox 3000.

5.  Maintains all traffic radar units.

6.  Conducts Georgia radar certification classes.

7.  Interacts with Federal, state, and local civilian law enforcement and judicial agencies in all matters pertaining to military personnel to ensure immediate reporting of their arrests, confinements, and final court actions.

8.  Coordinates the legal service of civil warrants for military personnel on Fort Gordon.

9.  Performs daily checks of the Richmond County Sheriff’s Office and Jail and the Columbia County Sheriff’s Office and Detention Center to obtain information on any military personnel involved in any police matters.

10.  Coordinates and supervises the AWOL/Deserter Apprehension Program within the 47 counties in Georgia and South Carolina assigned as areas of responsibility to Fort Gordon.

11.  Maintains liaison with the Federal Probation Office.

12.  Operates installation lost and found room to include identification and disposition of lost/found property in accordance with AR 195-5 and AR 190-22.

13.  Provides staff supervision for the registration of privately owned weapons and vehicles for authorized personnel.

14.  Ensures necessary forms and equipment are available to properly administer the Vehicle Registration and Weapons Registration Programs in compliance with regulations and standing operating procedures (SOPs).

15.  Inputs data into the Vehicle Registration system (including weapons registration) and Military Police Management Information System (MPMIS).

Game Warden Branch
1.  Performs duties as wildlife enforcement agents on Fort Gordon in coordination with the State of Georgia, enforcing Federal, State, and Fort Gordon hunting and fishing regulations, environmental regulations, and safety measures.

2.  Supports the wildlife/conservation management programs administered by the Director of Public Works.

3.  Provides assistance and information to personnel using government recreation facilities.

4.  Conducts periodic checks of boundary roads and gates for post security.

Fort Gordon Recreation Area(FGRA) - (Seasonal-Memorial Day Weekend through Labor Day Weekend)

1.  Performs duties with the Fort Gordon Recreation Area regarding law enforcement.

2.  Maintains liaison with Directorate of Community Activities for special commitments at Fort Gordon Recreation Area.

3.  Receives complaints from guests and takes appropriate action.

4.  Enforces safety requirements pertaining to bicyclists, boaters, swimmers, and campers.

5.  Works closely with local sheriff department on all law enforcement matters.

Bike Patrol
1.  Performs duties as Military Policemen dedicated to three housing areas.

2.  Maintains liaison with mayors of housing areas.

3.  Receives complaints from residents and takes appropriate action.

4.  Coordinates with CID/MPI and Military Police Operations Branch for criminal intelligence.

Security Division
1.  Advises the Commanding General and Staff on Intelligence and Security matters.  Establishes information and counterintelligence security programs for the command.  Conducts announced and unannounced security inspections to ensure compliance with and understanding of all security procedures and regulations.

2.  Manages the Foreign Officer Contact Program (FOCP) to include coordinating activities, conducting initial and final interviews and submission of reports.

3.  Manages the Foreign Officer Accreditation, Foreign Disclosure, and Foreign Visit Certification Programs.  Coordinates activities and visits.  Monitors release of information and submits reports to Headquarters, United States Army Training and Doctrine Command (HQ TRADOC).

4.  Administers the Communications Security (COMSEC) and Industrial Security programs at United States Army Signal Center and Fort Gordon (USASC&FG).  Serves as the installation point of contact and principle advisor on all COMSEC

and Industrial Security matters, and performs a variety of tasks pertaining to the security of COMSEC accounts and to the security of classified information used by contractors.

5.  Administers the Counterintelligence, SAEDA/Counterterrorism, and Terrorism Counteraction programs at USASC&FG.  Establishes contacts and coordinates activities with other Federal agencies.  Prepares intelligence briefings for presentation to the command and staff on an as needed basis.  Provides intelligence and operational security (OPSEC) support to the Emergency Operations Center (EOC) as required.  Conducts periodic and annual SAEDA briefings to all civilian and military personnel assigned to USASC&FG.  Conducts terrorist briefings for all personnel traveling abroad.

6.  Administers the Information Systems Security program at USASC&FG.  Serves as the command focal point and principal advisor on all systems, devices procedures, and methods used for safeguarding computerized information and/or material affecting the national security and defense.  Serves as the TEMPEST Control Officer for the installation.

7.  Provides Topographical support to the installation.

8.  Administers the Information Security program at USASC&FG.  Provides guidance on the procedures and requirements for classifying and declassifying national security information and the determination of information sensitivity.  Participates in reviews of security classification guides.  Conducts and/or directs the conduct of preliminary inquiries in situations involving a suspected compromise of classified information and security violations.  Develops and administers a program of information security awareness and education for civilian and military personnel at USASC&FG.

9.  Administers the Personnel Security program at USASC&FG.  Serves as the installation point of contact and principal advisor on all personnel security matters affecting students, civilian and military permanent party personnel assigned to USASC&FG.  Makes recommendations to commanders and Central Clearance Facility, Fort Meade, Maryland, reference the denial or revocation of security clearances.  Accepts valid security clearances from other commands.  Conducts prenomination interviews for personnel requiring higher level security clearances.  Processes security clearances for advanced individual training (AIT) students and permanent party personnel.  Maintains, periodically publishes, and disseminates Fort Gordon Security Access Roster and Visitor Roster.  Ensures that a sensitivity designation is assigned to all civilian personnel at USASC&FG.  Processes award background checks and SF 312(Classified Information Nondisclosure Agreement).  Conducts periodic reinvestigations for civilian and military personnel assigned to USASC&FG.

10.  Administers the Physical Security/Crime Prevention program at USASC&FG.  Develops and administers a program of physical security/crime prevention awareness and education for civilian and military personnel.  Develops the installation physical security plan and ensures the mission essential list of activities is current.  Establishes, through periodic vulnerability tests, and weakness in the physical security profile of mission essential facilities, which facilities are adjudged particularly vulnerable to criminal acts or other disruptive activities.  Collects, collates and evaluates information pertaining to criminal activity, both on and off post to detect new and increased crime trends/threats and recommends appropriate countermeasures.  Reviews and evaluates engineer plans, specifications, and drawings to ensure necessary safeguards are built into new structures and included in the modification of structures.

Fire Prevention and Protection Division
1.  Organizes and administers fire protection activities of the Installation and Fort Gordon Recreation Area (FGRA).

2.  Maintains adequate training programs for the fire prevention and protection organization and other functions.  Trains installation personnel and instructs family housing occupants in applicable phases of fire prevention and fire evacuation drills.

3.  Arranges for mutual aid agreements with nearby municipal and other fire departments.

4.  Makes regular fire prevention inspection of buildings, structures, and utilities (to include FGRA).  Performs periodic inspections, tests, and user preventive maintenance services on fire-fighting equipment and fire protection systems.

5.  Installs, maintains, and recharges fire extinguishers on real property.

6.  Responds to and investigates fires in conjunction with the Provost Marshal to determine causes and corrective action necessary to prevent similar occurrences.

7.  Identifies and programs for correcting fire deficiencies in post buildings.

8.  Prepares and maintains various fire department reports and records of operations, personnel, equipment and supplies.

9.  Prepares and recommends fire protection publicity and regulations covering reduction and elimination of fire hazards for the installation.

Signal Safety Division
1.  The Safety Manager acts for the Commander in the establishment of policies, procedures, and guidelines for planning, organizing, coordinating, and controlling the implementation and management of the U.S. Army Signal Corps Branch and Fort Gordon safety programs, to include the management of the Occupational Safety and Health Program under Occupational Safety and Health Act (OSHA) and the Radiation Protection Program under the Nuclear Regulatory Commission throughout the Signal Corps Branch.

2.  Supervises investigation and reporting of accidents, and analyzes all accident data involving personnel and equipment in activities and operations within the Signal Corps Branch and off-duty activities of military personnel.

3.  Prepares summaries and special reports required by the Commander and higher headquarters.

4.  Conducts surveys of units and activities for evaluation of safety program activities, and develops and prescribes corrective measures where unsatisfactory accident frequencies or trends prevail or where the program is otherwise unsatisfactory.

5.  Monitors and instructs the Army Driver Improvement Program and associated driver refresher training within the Army Driver Improvement Program.

6.  Establishes and maintains liaison with appropriate Army, Navy, Coast Guard, National Guard, Marine Corps, Air Force, Federal and local emergency management agencies, the Nuclear Regulatory Commission, the Department of Energy and other organizations to ensure cooperation on matters of mutual concern.

7.  Cooperates with local federal and non-federal organizations and pertinent government officials engaged in radiation protection and accident prevention activities.

8.  Performs or causes to have performed all peacetime and emergency radiation protection functions mandated by law and regulations governing the Radiation Protection Program for the Signal Corps Branch and Fort Gordon.  This includes, but is not limited to:

    a.  Surveys of units and activities for evaluation of radiation safety program activities.

    b.  Develops and prescribes corrective measures where unsatisfactory accident frequencies or trends prevail or where the program is otherwise unsatisfactory.

    c.  Conducts or causes to be conducted radiological surveys required by the appropriate laws and regulations.

    d.  Conducts the investigation and reporting of accidents and other related incidents involving radioactive materials.

    e.  Analyzes all accident data involving radioactive materials, and ionizing and non-ionizing equipment in activities and operations within the Signal Corps Branch and Fort Gordon.

    f.  Performs as the radiological emergency response officer involving Fort Gordon personnel in the response to radiological incidents occurring on and of the installation within the Fort Gordon Nuclear/Chemical Accident Incident Plan  and as requested by the appropriate federal, state, and local authorities.

    g.  Establishes and conducts the radiation safety training program for workers and students exposed to ionizing and non-ionizing radiation and the associated refresher training established within the Radiation Protection Program.

NOT USED



DIRECTORATE OF RESOURCE MANAGEMENT

MISSION

Provides staff coordination and technical supervision over activities relating to the installation’s resource management program.  Directs and coordinates  the following:  budget management, manpower management, equipment management, programming, funding, managerial accounting, fiscal policy, cost and economic analysis, statistical reporting and analysis, interservice support agreements, management and manpower studies and surveys, Post Population Profile, Army Stationing and Installation Plan (ASIP), commercial activities program, stationing analysis, and the Installation Management Control Program.  Responsible for the financial management and related accounting responsibilities of the Chief Financial Officers Act.  Serves as Banking and Credit Union Liaison Officer.  Exercises staff control of missions, organization and command relationships.  Serves as the installation Program Director for all allotted funds, and principal advisor for all installation accounts.

FUNCTIONS

Office of the Director

1.  Serves as the command’s principal staff advisor for overall financial management, manpower management, organizational structure and management review programs.

2.  Directs, supervises and coordinates internal management for all the installation’s accounts.

3.  Exercises direct supervision over Directorate of Resource Management (DRM) activities which include:  resource and fiscal policy, program and budget, and management, manpower and program analysis.

4.  Exercises technical supervision over installation activities relating to programming, budgeting, funding, and manpower management, equipment management, and organizational management.

5.  Exercises administrative control of funds as prescribed by AR 37-20 and   AR 37-21 to include the authority to further distribute funds received and to impose restrictions as required to maintain control of funds.

6.  Serves as the Career Program Manager for the Comptroller Career Program and Manpower and Force Management Career Program.

7.  Serves as the Command Liaison Office with on-post banking facilities and the Fort Gordon Federal Credit Union.

8.  Serves as a member of the Program and Budget Advisory Committee.

9.  Provides internal administration and personnel management for the DRM.

Resource and Fiscal Policy Office
1.  Serves as the Commander’s action office for issues related to accounting.  Formulates accounting and program and resource management policy, procedures and systems for the installation and furnishes staff assistance to the command regarding related systems and procedures.  Provides professional accounting advice to Management on all aspects of the installation accounting program.

2.  Performs the following managerial accounting functions:

    a.  Provides fiscal policy advice to the Commander and staff, including determinations of proper funding sources for both appropriated funds (APF) and nonappropriated funds (NAF). 

    b.  Interprets financial management and accounting policy, provides guidance to the staff, and publishes installation directives and procedures.

    c.  Performs the financial management and related accounting responsibilities of the Chief Financial Officers (CFO) Act.

    d.  Acts as the liaison between the command, Defense Accounting Office (DAO), Defense Accounting and Finance Service (DFAS), Operating Locations (OPLOCS), tenants, and Headquarters, Department of the Army (HQDA) on accounting matters.  Provides liaison between accounting personnel at higher headquarters and tenant activities for which the installation has accounting responsibility.

    e.  Develops, establishes and coordinates administrative fund control policies and procedures for the installation, identifies and documents responsibilities for every level of management involved in creating or processing resource transactions, and publishes related guidance.

    f.  Manages, controls and certifies availability of prior year funds.  Analyzes, approves, reconciles, and reports prior year funding transactions.  Maintains funding and commitment records to reflect current status of available funds, and issues statements of fund availability for prior years.

    g.  Participates in Program Resource Advisory Committee (PRAC) and working PRAC meetings to provide accounting advice and assistance.

    h.  Assists the staff in development of local financial management systems which will interface with DFAS systems for input or utilize extracted data for financial analysis purposes.

    i.  Monitors resource management systems and related internal controls to assure conformity with regulatory and statutory requirements.

    j.  Develops, coordinates and publishes yearend closeout policies and procedures.  Monitors and evaluates accomplishments and compliance with policies and procedures.

    k.  Prepares Fund Allowance Incident Reports (FAIR) and processes all administrative actions required for alleged violations of the Antideficiency Act, as required, in accordance with  (IAW) TRADOC Pam 37-2 and             DFAS-IN Reg 37-1.

    l.  Performs financial analyses and collects financial data for the command and higher headquarters.

    m.  Performs joint reviews with DAO and budget analysts to ensure procedural compliance, and that required corrective actions are implemented.

    n.  Implements and monitors installation financial management performance measurements. 

    o.  Coordinates installation of new or revised resource management systems.

    p.  Assures that ceilings, obligations and related transactions are established at account levels that will permit development of summary level data necessary to measure progress, identify trends, provide data necessary for Management at the various levels within the Command and meet reporting requirements to higher headquarters.

3.  Publishes and maintains operating procedures and guidance to assure accurate and timely recording of resource data.

4.  Provides staff and technical supervision over implementation of financial accounting and program/resource management systems.

5.  Conducts reviews of manual and automated accounting, program and resource management systems and procedures to assure adequacy of accounting systems and reliability of reports.  Identifies areas which can be automated, and develops and implements procedures, as appropriate.

6.  Monitors accounting systems and financial controls to assure conformance with regulatory and statutory requirements.

7.  Assures proper interface between resource management systems and other systems.

8.  Manages the installation Savings Bond Program and Campaign.

9.  Action Office for liaison with on-post banking facilities and the Fort Gordon Federal Credit Union.

10.  Manages DRM automatic data processing (ADP) functions, including Army Standard Information Management System (ASIMS) requirements.

    a.  Advises and assists with fielding of new systems.

    b.  Conducts evaluations of the DA Installation Support Modules (ISMs) once they are installed.

    c.  Monitors and maintains Management Information Systems as they pertain to DRM.

    d.  Maintains and updates the DRM Information Systems Plan, to include development of procedures to ensure sharing of necessary information between divisions.

    e.  Develops expert systems for application to resource management.

    f.  Develops microcomputer software systems to enhance the use of DRM automation resources ranging from commercial software programs to the World Wide Web.

    g.  Performs duties of the Information Systems Security Officer (ISSO), to include verification of information security and systems integrity.  Establish, maintain, and control the use of USERIDS and passwords for microcomputer systems in DRM.  Prepares accreditation package for DRM automated systems.

    h.  Provides liaison, coordination and assistance on interface between non-financial systems and accounting systems.

    i.  Provides advice and assistance to users within DRM regarding ADP system capabilities and general operational matters.

    j.  Determines cause of ADP errors or problems and takes corrective action or recommends solutions.

    k.  Develops formats for application of various ADP information requests (reports, charts, forms, etc.).

    l.  Provides advice and assistance to DRM personnel in converting present manual operations to automated applications.

    m.  Provides assistance with and review of justification for acquisition of ADP equipment.  Develops DRM automation plan.

    n.  Coordinates repair and maintenance of ADP equipment.

    o.  Schedules and conducts training for DRM personnel in the use of software and equipment.

    p.  Determines and coordinates communication and connectivity requirements, and resolves problems.

    q.  Obtains information on state-of-the-art equipment.  Reviews publications, attends equipment demonstrations and conferences and distributes information.

11.  Administers the installation Management Control Program (MCP), responsible for plans, policies and procedures.

    a.  Provides policy and guidance to responsible installation personnel.

    b.  Provides MCP training.  Solicits for training attendance, prepares and updates training material and conducts training.

    c.  Conducts staff assistance visits to installation activities.

    d.  Develops and analyzes new Management Control Review Checklists (MCRC).

    e.  Maintains MCRC tracking system data base of assessable unit managers (AUMs) and activity points of contact to monitor taskings and suspenses for each AUM, point of contact and manager having management control responsibilities, or requiring in their performance standards.

    f.  Monitors and tracks material weaknesses through the system from discovery and reporting to correction.

    g.  Coordinates and prepares mid-year management control activity report (RCS DO-COMP (AR)-1618).

    h.  Reviews and evaluates reported material weaknesses, determines if they are reportable material weaknesses, and processes IAW MCP guidance.  Coordinates actions with appropriate manager(s).

    i.  Coordinates, consolidates and prepares the Commanding General’s Annual Statement of Assurance (RCS CSCOA-98) from supporting feeder reports from AUMs.

12.  Manages the DRM training program.

    a.  Provides employees with current training available.

    b.  Keeps an ISM data base with DRM employees training records.

    c.  Helps employees to find and enroll in career training opportunities.

13.  Serves as DRM’s action office for the following:

    a.  Recycling Program.

    b.  Safety Program.

    c.  Environmental and Natural Resources Program.

    d.  Freedom of Information Act requests.

14.  Responsible for the Defense Civilian Payroll System (DCPS) Customer Service Representative (CSR) functions for the installation.  Provides assistance to installation timekeepers and employees regarding time and attendance and payroll issues.  Resolves payroll problems with the DCPS payroll office in Pensacola.

Program and Budget Division

1.  Operates as a Consolidated Installation Budget Office, exercises overall supervision of the formulation, executing and analysis of the Command Operating Budgets, Budget Execution Reviews and other budgetary studies and reports.  Provides assistance to the Directorate of Public Works for development and submission of the Army Stock Fund (ASF) budget.

2.  Issues cost ceilings and exercises technical supervision over cost ceilings to include review of distribution and use made of funds in relation to that stipulated in the Operating Budget Schedules.

3.  Budget Officer serves as:

    a.  Chairman of the Working Program-Budget Advisory Committee.

    b.  Administrator of the Comptroller Civilian Career Program (CP-11) for the DRM.  Provides career planning assistance.  Provides subject matter expert  to assist the Civilian Personnel Advisory Center (CPAC) in evaluating qualifications for positions in the CP-11 career program.  Reviews and evaluates all personnel action requests for proposed or established positions in the career program.

4.  Performs the following programming and budgeting functions:

    a.  Formulates plans and procedures for, and monitors the operation of the Command Program and Budget System.

    b.  Analyzes program and budget documents and publishes instructions to the staff and operating activities concerning implementation of policies, objectives and priorities.

    c.  Monitors, for USASC&FG, the planning, scope and integration of program publication and distribution of program material and coordinates administration matters incident to preparation, publication and distribution of program and budget documents.

    d.  Provides guidance and assistance to the staff and operating activities in interpreting and implementing United States Army Forces Command (FORSCOM) and United States Army Training and Doctrine Command (TRADOC) programming and budgetary policies and procedures and developing, maintaining, and utilizing internal program and budget documents for effective resource management.

    e.  Reviews monthly DFAS reports in order to obtain data necessary to formulate, administer, and identify any adjustments in cost ceilings and to analyze expenditures.

    f.  Plans and develops overall policies and procedures for formulation, executing and analysis of Command Operating Budget.

    g.  Prepares budget instructions for basic plans and all emergency financial plans.

    h.  Prepares briefings on budgeting and funding policies and procedures.

    i.  Administrator of the Comptroller Civilian Career Program (CP-11) for the DRM.  Provides career planning assistance.  Provides subject matter expert  to assist the CPAC in evaluating qualifications for positions in the CP-11 career program.  Reviews and evaluates all personnel action requests for proposed or established positions in the career program.

    j.  Provides guidance to the Directorate of Public Works (DPW) for development of the ASF budget, including reconciliation of consumer funding to the ASF budget.

    k.  Acts as certifying and approving officer for the Secretary of the Army Counteragency Fund.

5.  Exercises technical control over all appropriated funds allotted to USASC&FG as follows:

    a.  Prepares obligation and allotment ceiling documents issued to staff and operating activities.

    b.  Reviews planned and actual utilization to ensure continuing balance of financial resources between program elements.

    c.  Advises responsible officials of trends and imbalance and recommends reprogramming as appropriate.

    d.  Takes necessary action to obtain additional funds from higher headquarters.

    e.  Prepares and develops Status of Operating Resources Reports, Command Operating Budget, and the Budget Executing Reviews including justification and presentation.

    f.  Prepares briefings on fund utilization, funding problem areas, and distribution of funds.  

Force Management Analysis Division

1.  Conducts operations engaged in management advisory studies and organization efficiency reviews; commercial activities (CA) studies and cost comparisons; Base Realignment and Closure (BRAC) actions; analysis and evaluation of installation programs operations; cost and economic analysis; Installation Interservices Support Agreements (ISAs); Army Ideas for Excellence Program (AIEP); the Installation Manpower Program.

2.  Advises the Director of Resource Management and the USASC&FG staff on management programs, management analysis matters, and the general efficiency and effectiveness of installation operations.

3.  Administers the Manpower Management Career Program (CP-26) for the DRM.  Provides career planning assistance.  Provides subject matter expertise to assist the CPAC in evaluating qualifications for positions in the CP-26 career program.  Reviews and evaluates all personnel action requests for proposed or established positions in the career program.

Force Analysis Branch

1.  Develops the USASC&FG Management Studies Program.

    a.  Provides management advisory study service to all installation activities, using approved management engineering techniques and Total Army Quality (TAQ) guidelines.

    b.  Conducts Management Advisory Studies which are designed and developed to improve quality, reduce costs, increase productivity, improve operational efficiency and effectiveness, develop the most efficient organization (MEO) structures, determine required manning levels, analyze workload production rates, and develop specific method improvement (MI) recommendations.

    c.  Performs economic analysis, cost analysis/cost comparisons, fact finding studies, and special management analysis taskings, as required.

    d.  Conducts special studies for the Command Group, as directed.

2.  Manages the installation manpower program IAW AR 570-4, Manpower Management.  Analyzes changes in mission, function assignments, workload, manpower staffing standards and other factors impacting manpower requirements and evaluates the numbers and kinds of manpower required for mission accomplishment.  Develops manpower and organization planning studies to include staffing of new or augmentation of existing organizations.

    a.  Develops plans, policies, and directives pertaining to manpower management, equipment management, organizational control and The Army Authorization Documents System (TAADS).

    b.  Manages manpower resources for DRM Account 325796U.  Advises the Director of Resource Management on force management matters.

    c.  Manages installation organizational structure and functional responsibility to ensure compliance with FM 100-22, Installation Management Doctrine.
    d.  Prepares and maintains the Fort Gordon Organization and Functions Manual (USASC&FG Reg 10-8).  Evaluates organizational structure and acts on proposed changes.  Performs organizational analysis to adjust structure, functional alignment and procedures to meet existing missions and workloads.

    e.  Applies Manpower Staffing Standards (MS-3) approved by USAFMSA.  Responsible for manpower requirements determination processes to include application of MS-3 standards directed by USAFMSA and Manpower Assessments directed by TRADOC.  These processes include:  validating and reviewing workload factors, conducting on-site random sampling to assure reliable data collection.  Forwards completed results to higher headquarters.  Implements and documents directed actions on Tables of Distribution and Allowances (TDA) as a result of higher headquarters review.

    f.  Recommends distribution of manpower allocations consistent with financial resources, workload fluctuations, local appraisals, manpower ceiling changes imposed by HQ TRADOC, and mission priorities.  Analyzes the manpower situation and recommends action concerning use of permanent and temporary 

overhire positions, hiring freeze (full or partial), priorities for hiring of 

essential positions, functions to be reduced or eliminated to meet mandated reductions imposed by higher headquarters or to provide “trade-offs” for increases in manpower requirements caused by mission, function or workload changes.

    g.  Maintains civilian manning document for TRADOC activities.

    h.  Issues DA/TRADOC manpower guidance to commanders and activity chiefs.

    i.  Advises and assists commanders and activity chiefs in the preparation of manpower survey documents for scheduled TRADOC Manpower Surveys or Manpower Assessment processes.  Determines the command position on findings and recommendations and supervises the implementation of the approved survey/process.  Processes requests for change between formal surveys.

    j.  Implements DA policy concerning position management IAW AR 570-4, and AR 611 series.  Develops military grade structure for assigned activities IAW AR 611-101/112/201, DA Staffing Guides and the Command Grade Structure ceiling imposed by TRADOC.  Coordinates military grade structure with Military Personnel Division and Office Chief of Signal to ensure that an effective and efficient overall structure is achieved.

    k.  Prepares manpower input for preparation of the Command Operating Budget Estimate (COBE), Budget Execution Review (BER), installation contracts and other budget actions.

    l.  Compiles and computes detailed manpower and management cost data for civilian and military manpower strength and other required reports.

    m.  Formulates policies and procedures for all phases of TDA preparation, technical review, publication and distribution.  Develops and maintains TDA to include Mobilization TDAs.  Analyzes TDA to determine what changes are required to update TDA to reflect approved manpower, equipment and organizational structure changes.  Utilizes computer based On-Line TDA system to create, modify and restructure the TDA during the updating process.  Analyzes modifications to ensure final proposed TDA accurately reflects the installation position and is balanced with the end-strength reflected in the latest TRADOC Manpower Guidance (TMG).  Maintains supporting documentation for all changes to TDA.

    n.  Prepares DA Forms 2028 (Recommended Changes to Publications and Blank Forms) to propose and justify changes to TRADOC IAW instructions received from TRADOC in technical guidance letters.  Prepares detailed justification for changes in recognized/authorized manpower spaces.  Prepares a complete input package consisting of DA Forms 2028 and proposed TDA and submits electronically to TRADOC.

    o.  Provides point of contact and acts as the installation functional  manager for The Army Authorization Documents System (TAADS) System IAW        AR 310-49 series.  Analyzes incoming directives and correspondence and determines changes required to maintain the TAADS operation.  Coordinates changes with Directorate of Information Management (DOIM).

    p.  Manages On-Line TDA System as an expansion of the TAADS data base when updating the TDA and extracting information for manpower and equipment analysis.

    q.  Provides equipment management to the installation IAW AR 71-13, Equipment Authorization and Utilization Policies.  Processes equipment authorization approval requests.  Reviews for compliance with appropriate policies, procedures and regulations and submits to TRADOC.  Resolves equipment documentation issues with TRADOC and DA as necessary.

    r.  Analyzes changes in mission, function assignment, workload, manpower staffing levels, technological changes in equipment, and other factors impacting upon equipment requirements.  Analyzes equipment requests to ensure that equipment is mission essential, justification is concise and accurately stated, determines level of approval (local, TRADOC, HQDA), and prepares recommended action.  Exercises decision authority delegated by the Commanding General on items costing less than $100,000 which are not audiovisual or Common Table of Allowances (CTA) items.

    s.  Advises and assists commanders and activity chiefs in preparation for equipment surveys.  Analyzes survey team findings and recommendations and prepares installation reclama.  Implements the approved equipment survey.

    t.  Identifies and analyzes areas of equipment imbalance and recommends redistribution of equipment to meet the requirements and/or turn-in of excess equipment.

    u.  Develops mobilization tables of distribution and allowances (MOBTDAs) as directed by TRADOC and DA based upon the TRADOC Mobilization and Operations Planning System (TMOPS) as provided by Directorate of Plans, Training and Mobilization (DPTM) and pertinent input from installation activities.  This function encompasses manpower management, equipment management, organizational structure changes, and the technical documentation of MOBTDAs.

    v.  Maintains/updates audit trail of manpower requirements/authorizations provided by TRADOC Manpower Guidance (TMG).

3.  Administers the Commercial Activities (CA) Program.

    a.  Reviews regulations and directives emanating from higher headquarters.  Formulates installation policy and procedures to achieve DOD and DA objectives to continue, discontinue, curtail, or contract out government commercial activities.

    b.  Ensures overall compliance with OMB Circular A-76, Performance of Commercial Activities and AR 5-20, The Commercial Activities Program.

    c.  Establishes responsibility for identifying CA functions, performing CA reviews, and accumulating data to be included in CA reports (e.g., CA Inventory, ACAMIS Report, etc.).

    d.  Keeps all involved parties in the government/private sector informed as to the policy developments and current status of CA Reviews.

    e.  Processes all day-to-day installation CA actions which are reportable or require prior approval, and maintains appropriate records for each CA function.

    f.  Processes CA Reviews that must remain in-house because of National Defense reasons, or which remain in-house because of nonavailability of bidders/offers.

    g.  Conducts a comparative cost analysis of each CA for which a cost based review is required as determined by the CA review process.

    h.  Conducts a Management Study of each CA under a cost based review to determine the most efficient and cost effective organization possible.

    i.  Assists the functional element under review in the development of Performance Work Statement (PWS) and surveillance plan with functional element assistance prior to submission to TRADOC and acceptance by local Procurement Office for inclusion in the procurement planning process.

    j.  Prepares basic documentation for packet submittal to major command (MACOM) for congressional notification.

    k.  Receives appeals from the Contracting Officer to develop management’s position and response to the Appeals Board.

    l.  Maintains communications with the Directorate of Contracting (DOC) in progress of contractor protest resolutions.

4.  Accomplishes Base Realignment and Closure (BRAC) Actions.

    a.  Coordinate/develop the preliminary assessment, stationing analysis, and DRM operations plan required for each new unit or mission relocating to Fort Gordon.

    b.  Monitor status, render staff assistance and provide cost/economic analysis services, etc., for ongoing BRAC actions which impact the installation.

    c.  Prepare response to BRAC reports tasked by DA/TRADOC.

Program Analysis Branch

1.  Interservice Support Agreements (ISAs) 

    a.  Manages the Interservice Support Agreement Program for the installation.

    b.  Maintains regulations and associated policies and procedures.  Ensures compliance with support agreement regulations and command policy when establishing a new agreement and when reviewing or revising all agreements.

    c.  Develops, negotiates and maintains a complete file of all support agreements.

    d.  Educates functional managers on support agreement policies and procedures and assists and advises them in resolving problems.

    e.  Establishes and maintains a suspense system to ensure that all agreements are renewed and costs are updated within established timeframes.

    f.  Coordinates with budget personnel to effectively and accurately incorporate updated financial information into agreements.

    g.  Performs cost analysis and provides assistance to others in costing methods.

    h.  Coordinates and staffs agreements for DRM and command group approval.

    i.  Maintains and updates data base inventory of both current and proposed agreements.

    j.  Provides briefings when required.

    k.  Develops, maintains and updates SOP on ISA policy and procedures.

2.  Memorandums of Agreement/Memorandums of Understanding (MOA/MOU)
    a.  Develops Memorandums of Agreement outlining command and control procedures for all new tenants.

    b.  Provide assistance to installation activities in developing Memorandums of Agreement/Memorandums of Understanding.

    c.  Maintains a central file of all Memorandums of Agreement/Memorandums of Understanding involving the installation.

3.  Army Ideas for Excellence Program (AIEP).
    a.  Manages the Installation Army Ideas for Excellence Program.

    b.  Provides installation policy and guidance.

    c.  Determines suggester and suggestion eligibility.

    d.  Assists suggesters and evaluators.

    e.  Reviews evaluations for adequacy of response and savings/awards.

    f.  Maintains records.

    g.  Processes award documentation.

    h.  Publicizes and promotes programs.

    i.  Plans/conducts award ceremonies.

4.  Army Travel Charge Card Program.

    a.  Manages the American Express Army Travel Charge Card Program for the installation.

    b.  Serves as the central point of contact (POC) for the interface with TRADOC and Department of the Army on all travel charge card matters.

    c.  Accepts, reviews, completes and processes travel card applications.

    d.  Prepares and processes transfers, cancellations, and reinstatements of travel cards.

    e.  Maintains POC inventory for installation activities, provides guidance and assistance in ensuring that their programs are handled correctly.

    f.  Monitors problem areas and reports findings to appropriate supervisors with recommendations.

    g.  Processes reports.

    h.  Publicizes program.

    i.  Conducts briefings and staff visits.

    j.  Provides assistance to the individual card holder when required.

5.  Army Stationing Installation Plan (ASIP).
    a.  Documents composition and location of authorizations as  baseline for installation planning.

    b.  Captures all activities located on Fort Gordon to include all tenants.

    c.  Provides data base of installation authorized used by Government Accounting Office (GAO), DOD, Army Audit Agency, Army Staff (ARSTAF), Total Army Basing Study, MACOMs, and installations.

    d.  Provides basis for TRADOC to accomplish the midyear base operations (BASOPS) funding adjustment.

    e.  Feeds into the master planning; facility requirements.

    f.  Provides updated authorization data twice each year.

6.  Post Population Profile.

    a.  Provides composition of assigned strength.

    b.  Provides baseline for services provided by activities on the installation.

    c.  Provides basis for planning for current/future service needs.

    d.  Provides listing to all activities located on Fort Gordon to include contractors and other tenants.

    e.  Provides consolidated listing of assigned strength used by TRADOC, Fort Gordon BASOPS providers, installation service planners, senate inquiries, private concerns, schools, local media.

    f.  Provides input (TRADOC Form 836-R) for computation of military occupation specialty and foreign military sales course costs annual.

    g.  Provides resource for briefings/historical reports.

    h.  Provides monthly updated strength by memorandum and FG Form 6220-R (Post Population Profile).

    i.  Provides annual report TRADOC Form 836 input to ATRM-159.

    j.  Provides biannual TRADOC Form 344 (Army Stock Fund Report).

7.  Quick Facts.
    a.  Provides statistics/demographics of Fort Gordon resources.

    b.  Provides annual update with actual fiscal year (FY) data.

    c.  Provides reference data and handout used by Commanding General/Public Affairs Office/Protocol/Directorates.

    d.  Provides resource/facility information for conference/newcomer packets.

8.  Cost Analysis.

    a.  Performs cost analysis on BASOPS Unit Costing 

    b.  Provides cost analysis assistance to other installation activities.

    c.  Provides cost analysis support for special command projects.

    d.  Performs cost analysis to Process Action Teams..

NOT USED



DIRECTORATE OF INFORMATION MANAGEMENT

MISSION

Responsible for all aspects of the installation Information Mission Area (IMA) to include operation and maintenance of the installation telephone system, telephone repair services, outside cable management, rehabilitation, and upgrades; operation of the installation telecommunications center and management of on-post distribution of message traffic; operation of the installation data processing installation, and management of all automation equipment maintenance;  operation of official mail, and records management support facilities; management of installation-wide IMA planning, programming, acquisition approvals, and validation of needs processes; installation of wideband local/wide area networks for installation-wide high speed data transfer and gateway access to national and worldwide networks.  Coordinate the activities of the Defense Automated Printing Service (DAPS) on the installation.  Serves as the focal point for IMA problem resolution and as the Commanding General’s primary advisor on all matters pertaining to information management.

FUNCTIONS

Support Services Division

Information Management Center Branch

1.  Provides a “one stop” shop for IMA disciplines.

2.  Provides integrated technical support to users.

3.  Provides users with hardware, software, and networking support for new equipment and packages.

4.  Assists in problem resolution with hardware, software, connectivity, and networking and ensure continuity of access.

5.  Provides assistance to users with problems on Installation Support Modules (ISM), Sustaining Base Information Services (SBIS),  Army Standard Information Systems (ASIMS), and electronic mail.

6.  Provides technical consultant services on information requirements, technical configuration and integration, media selection.

7.  Provides IMA regulatory guidance and interpretation.

8.  Provides a one-stop help desk.

9.  Plans, coordinates, and supervises the fielding and integration of new/upgraded/modernized information systems.

10.  Ensures compliance with existing information management policies, standards, and guidance.

11.  Serves as liaison between the user and in-house maintenance contractor.

Services Support Branch

1.  Manages installation-wide Postal, Central Mailroom, Publications, Administrative Services, Records Management, and Printing Control.

2.  Performs service and provides guidance for the Headquarters, USASC&FG staff. 
3.  Manages the overall administrative aspects for the Commander, USASC&FG and Directorate of Information Management (DOIM).  Manages and issues assignment memorandums, invitational travel orders, temporary duty travel, and permanent orders pertaining to personnel and activities of the headquarters.  Develops and implements policy on all orders.

4.  Develops and publishes the USASC&FG Staff Directory.

5.  Manages, edits, and publishes USASC&FG administrative publications to include USASC&FG Weekly Bulletin.  Analyzes media to determine appropriate format, titling and number of administrative publications.  Develops index of Fort Gordon command administrative publications semiannually.  Manages periodicals to include reviewing requests and forwarding to higher headquarters for approval, and editing periodical prior to publication.

6.  Manages all types of personal commercial solicitation, including life insurance, on the installation in accordance with Headquarters, Department of the Army (HQDA) and U.S. Army Training and Doctrine Command (TRADOC) guidelines.

7.  Performs administrative support to investigating officers and boards of officers conducting investigations in accordance with AR 15-6, Procedures for Investigating Officers and Boards of Officers, when the installation commander is the appointing/approving authority.  Develops and implements policies and procedures that will improve and facilitate the administrative and operational procedures of administrative boards and investigations.

8.  Manages and performs the Memorialization Program for the installation as prescribed by AR 1-33, Memorial Programs.  Manages a complete and centralized record of all memorializations for the installation.

9.  Manages USASC&FG Duty Rosters for Center Duty Officer, Center Duty NCO, Casualty Assistance Officer, Casualty Notification Officer, Casualty Assistance NCO (Unit Roster), and Article 32.

10.  Manages Office Symbol Program for USASC&FG to include preparation of supplements and requests.

Technical Services Division

Computer Support Branch

1.  Administers assigned automatic data processing (ADP) applications and operates data processing installation (DPI) to include:  computer systems operation; maintenance support; production planning and control; quality assurance over computer generated end-products; backup and tape library management; system performance monitoring; database administration; management of executive and application software/hardware installation and maintenance; operation of assigned standard systems, data communications devices, and other peripheral equipment.  

2.  Manages ADP support (by agreement) for other activities (assigned/attached units, tenants) and IMA activities as directed.  

3.  Manages the installation of new or upgraded hardware/software in assigned systems.  Assigned systems are:

Hardware and Software systems:

  IBM 4381 mainframe computer (PROFS, TRADOC ISMs)

  HP 9000 (emh1 Sendmail E-mail server)

  NCR 3450 (emh Exchange E-mail server)

  Everex Twr (NS1 FG main name server, IP addr admin)

  Everex Twr (NS2 Backup name server)

  AT&T 3B2 600GR (AG Mgt Spt Sys)

  Zenith 166 (FG Web server)

  Zenith 166 (FG network printserver)

  Zenith 166 (backup Exchange Server)

  2 PC/RJE Workstation (ASIMS Remote Job Entry print spooler)

  Cisco 7000 (GW1 Army Gateway router)

  4 Cisco 2511 (Army TSACS dial-up terminal server)

  KODAK COMSTAR (microfiche system)

  DMS (installation start Jun97):

    3 SMTA (Subordinate Message Transfer Agent (MTA))

      MLA (Mail List Agent)

    2 IMTA (Intermediate MTA)

      PUA (Profiling User Agent)

    2 MFI (Multi Function Interpreter)

      DSA (Directory System Agent)

      SMS (Service Management Station)

      CCMTA (Control Center MTA)

Functional systems (hardware/software elsewhere):

  ASIMS (SAILS, SIDPERS, STANFINS, STARFIARS, ITAADS, STARCIPS)

  ARCIS (Army Company Information System)

Telephone Branch

1.  Manages Headquarters Section, Inside Plant Section, Outside Plant Section, and Telephone Operations Section. 

2.  Provides technical and analytical surveys pertaining to the assessment, design, and development of the installation telecommunications infrastructure. 

3.  Provides commercial telecommunications coordination and performs as liason for all installation directorates, and commands including tenant activities on and off post such as sister services (Navy, Air Force, and Marines) and Reserve Officers’ Training Corps (ROTC) units both in South Carolina and Georgia.

4.  Maintains a GTD5MV Electronic Switch and a remote switch at Dwight David Eisenhower Army Medical Center.

5.  Installs and maintains all voice communications and isolates/repairs faults terminating at data terminals and maintains Fort Gordon’s Educational Television (ETV) cable system. 

6.  Provides directory assistance for Fort Gordon,Georgia; Fort Leavenworth, Kansas; Fort Leonard Wood, Missouri; and Fort Chaffee, Arkansas.

7.  Develops and maintains a master print and drawings of the installation infrastructure.

8.  Conducts site surveys.  Writes contracts/specifications for add-on cable plant and or maintenance as needed.  Performs contracting officer/representative duties on all major construction contracts (OSCAR). Completes communications systems cost estimate sheets for all Military Construction Army (MCA) projects, major and minor.

9.  Dispatches the Telephone Mobile Maintenance Contact Team (TMMCT) to other TRADOC installations.

10.  Performs frequency management duties.

11.  Prepares requests for commercial services for the installation as well as off post Government activities (Reserves, National Guard, ROTC, and sister services).

12.  Maintains accountability of all Government funded telecommunications services, such as cellular telephones pagers and calling cards.

13.  Manages maintenance contract for the GTD5MV Electronic Switching System.

14.  Engineers and drafts cable routes for post facilities usage consisting of cut sheets, cable throws and amount of available cable pairs.

15.  Coordinates with BellSouth on leased cable and its usage. Negotiates agreement.

16.  Provides administrative and supervisory support to all the aforementioned and sections of Telephone Branch.

17.  Maintains Fort Gordon’s Electronic Switching System and remote switch housed at Dwight David Eisenhower Army Medical Center which provides service to approximately 15,000 voice and data subscribers.

18.  Receives and processes Local Service Requests (LSRs).  Analyzes, coordinates, and advises requestors/customers regarding their telecommunications requests/requirements.

19.  Performs records maintenance on cable, assignment, information, retrieval, system (C.A.I.R.S.).

20.  Prepares trouble tickets and completes first steps to isolate reported troubles.

21.  Maintains operator attendant consoles.

22.  Performs traffic data administration.

23.  Installs and maintains single line telephones and special communications equipment.

24.  Conducts telephone requirement surveys and develops installation plans and bills of materials (BOMs).

25.  Installs and maintains two and four wire data circuits.

26.  Installs and maintains overhead, underground, open wire facilities of the installation telephone, television (TV) cable distribution systems, range communications, and intrusion alarms.

27.  Inspects and maintains/replaces as needed 162 manholes of which 50 percent must be inspected annually; 500 utility poles of which 10 percent must be inspected annually; main cable vault; approximately 55,000 circuit miles of matalic and fiber optic cable of which 20 percent must be inspected annually; and two telephone fault monitoring systems, one for the range carrier and one for the hospital.

28.  Maintains trenching equipment, cable and pole trailers, two 7-ton platform bucket trucks, one 5-ton bucket truck and six line trucks.

29.  Maintains cable yard of maintenance cable and poles.

30.  Upgrades existing cable pair usage for different locations to provide service as needed.

31.  Trains military personnel through on-the-job (OJT) program.

32.  Provides directory assistance to the Southeastern United States and some midwestern and western sites.  Provides directory assistance to Fort Gordon, Georgia; Fort Chaffee, Arkansas; Fort Leonard Wood Missouri; and Fort Leavenworth, Kansas.

33.  Provides processing of voice mail and instructions to customers on its use.

34.  Assists callers in completing long distance, Defense Switched Network (DSN), and morale calls.

35.  Maintains the Fort Gordon telephone directory and publishes hard copy when funds are available.



  DIRECTORATE OF COMMUNITY ACTIVITIES

MISSION

Advises the Installation Commander and the Garrison Commander on all administrative matters and services pertaining to military personnel and their family members under the supervision or control of the Installation Commander and the Garrison Commander. Directs, supervises and coordinates internal management within all areas of Directorate of Community Activities (DCA) responsibility to include programming and funding.

                                  FUNCTIONS                          

Office of the Director
1.  Advises and assists the Installation Commander and his staff on all administrative and civilian/military personnel matters pertaining to the DCA.

2.  Develops operating policies and guidance, and establishes priorities in the area of financial and personnel management in the DCA program.

3.  Manages personnel and administrative plans for current and projected missions of the installation, the development and coordination of military personnel requirements, and performance of administrative inspections to ensure implementation of current policies.

4.  Serves as Chairman of the Installation Community and Family Program Review Council, Installation Chairman of the Central Savannah River Area Combined Federal Campaign, and primary point of contact for Red Cross officers.

5.  Serves as installation staff proponent of the Morale, Welfare and Recreation (MWR) and community, human services and family programs.  Has overall staff responsibility for and control of the preparation, content, review and analysis of the Appropriated Fund (APF) budget as well as all Nonappropriated Fund (NAF) Installation Morale, Welfare and Recreation Fund (IMWRF) budgets, operating cash and capital.  Serves as the Single Fund (IMWRF) business manager.

6.  Operates activities and manages programs to generate NAF revenue in support of command financial objectives.

7.  Determines and implements programs in support of human resource  needs of the installation.

8.  Develops and manages personnel, social and recreation programs and activities to enhance the readiness, welfare and morale of all members of the military community.

9.  Coordinates and provides staff guidance for other personnel and community support activities operating on the installation and in local communities.

10.  Develops command NAF self-sufficiency financial objectives and performance goals.

11.  Develops command NAF construction objectives for major and minor programs.

12.  Develops command NAF Capital Purchases program.

13.  Develops NAF training program to meet the needs of the Fort Gordon community.

14.  Develops NAF manning and resource documents.

15.  Develops NAF policy and operating procedures.

16.  Reviews operations to ensure regulatory compliance with all pertinent regulations.

17.  Reviews internal controls procedures within the DCA.

18.  Provides appropriate interservice training support.

Signal Museum
1.  Exercises responsibility for the administration of an overall museum program pertaining to history of the development of military communications, training and scientific advances within the Signal Corps, the history of Fort Gordon and the surrounding area.

2.  Collects, classifies, records, preserves, reconditions and maintains memorabilia pertinent to the history of the Signal Corps.

3.  Negotiates for acquisitions, validates their authenticity and coordinates legal actions for title transfer.

4.  Conducts research into historical records, both civil and military, in response to information request and seeks out additional sources of knowledge on scientific and technical matters relating to the fields of communications.

5.  Plans, coordinates, and directs all activities involved in the design and fabrication of displays, dioramas, exhibits and props, and associated artwork.

6.  Directs tours for individuals and groups through the museum.  Presents lectures on the Signal Corps history.

7.  Teaches Signal Corps history to Signal Officer Basic Course (SOBC) students.  Provides a historical backdrop for the classes being held in the museum.
Community Operations Division
1.  Provides a diversified program of activities and programs which assist the Commander in the maintenance of morale, esprit de corps, physical fitness, and combat readiness of the soldier as well as improve the quality of life of the military community by offering opportunities for self-fulfillment, self-development, social activities and leisure time enjoyment.

2.  Provides a professional staff capable of furnishing effective leadership and the technical supervision to ensure that maximum benefits result from program operations.

3.  Maintains liaison with appropriate Army staff, government agencies, professional and educational organizations, civilian recreation and entertainment agencies, civilian community groups and welfare organizations; and coordinates with the activities of these agencies on matters pertaining to recreation and hospitality programs.  Ensures that organized leisure time activities are provided in the Army community which will assist in the development of the military family member and contributes to the morale and welfare of the Army sponsor.

4.  Provides continuous professional management, services and assistance to all activities and operations of the bowling, golf, music and theater and club system, including financial operations, food and beverage services, bingo operation, and any other authorized income-producing service or activity.

5.  Ensures compliance with direction from Department of Army (DA) and United States Army Training and Doctrine Command (TRADOC), and serves as authorized point of contact to the same.

6.  Reviews comments and recommendations from the golf and club councils concerning management activities, then provides appropriate comments and/or makes recommendations to higher headquarters, including the Installation Commander.

7.  Complies with Army Regulation (AR) 215-1 through 215-1, to ensure efficient utilization of capital resources and financial planning.  Maintains a self-sustaining financial posture by providing locally generated incentives throughout the activities.

8.  Executes inventory controls to ensure proper and accurate receipt, safety, disbursement and account for funds and property according to current regulations and directives.

9.  Establishes and implements systems for the documented review and approval for procurement of common items, for booking and auditing of commercial entertainment, and for the addition or deletion of warehouse supplies and merchandise.

10.  Facilities.  Typical facilities at Fort Gordon include:


Two bowling centers          


Two golf courses


Noncommissioned Officers/Enlisted (NCO/EN) Club


Officers’ Club


Signal Cafe


Bookstore


Performing Arts Center


Sports bar


Community lounge (Griffith Hall)

11.  Coordinates revenue producing activities above branch level which require program direction, financial and operational supervision, resource allocations and budgeting, cost analysis, program development and marketing and advertising initiatives.

12.  Plans activities to improve the quality of life within the military community.  Strives to meet established goals for locally generated income through efficient and effective revenue-producing activities.

Bowling Branch
1.  Provides overall bowling program for active duty, retired military and family members.  Offers diversified programs of interest to all age groups.  Applies current regulations, policies and procedures to ensure effective operation of facilities.

2.  Administers, plans, and supervises the installation bowling programs, providing a diversified bowling program to include open, organized leagues for men, women and dependents, in addition to special events, novelty and competitive tournaments.  Provides a full resale pro shop of bowling accessories.

3.  Provides skilled operating personnel to perform administration, maintenance, and control of facilities.  Complies with revenue support goals.

Golf Branch
1.  To render an overall golfing program at this installation for all military personnel, active, and/or retired and their family members and others authorized by the Commanding General.  Facility control is guided by current regulations, policies, and procedures as published.

2.  Provides an effective, professionally supervised golf program including course management, maintenance, implementation of greens, cart and locker fees.  Provides assistance and support for special tournaments.  Complies with revenue support goals.

Music and Theater Branch
1.  Provides a professional staff capable of furnishing effective leadership, supervision and technical and artistic guidance to ensure a broad spectrum of programming is delivered to the military community, through the operation of the Fort Gordon Dinner Theater and music program.

2.  Provides for the administration and management of the branch, including staffing, procurement of supplies and equipment, property accountability, facility management, income producing initiatives, reports and records, and planning and promotion for activities and events.

3.  Develops programs which are recreational, social, cultural and educational, that appeal to various audiences and draws together persons of various needs and interests.  Programs target increasing self-awareness, self-expression, improving the quality of life and cultural enrichment.

4.  Plans, promotes, and executes a full calendar of activities and events oriented toward the soldier, family, and Fort Gordon community.

5.  Coordinates, schedules, and conducts large scale programs of installation significance, including outdoor concerts featuring the appearance of celebrities.  Encourages soldier participation in DA sponsored events such as All Army Soldier Shows.

6.  Produces a well-rounded season of theatrical entertainment, workshops and classes in acting and technical theater.  Presents an average of seven major productions, one major musical per season and eight concerts.

Noncommissioned Officers/Enlisted (NCO/En) Clubs Branch
1.  Implements management policies as directed by the Community Operations Division Chief and higher headquarters.

2.  Provides financial expertise to the Community Operations Division Chief as they pertain to meeting TRADOC, installation and division goals applying sound financial judgement and practical knowledge of accounting procedures to review and analyze club financial statements.  Prepares operating budgets for nonappropriated funds.

3.  Receives, safeguards, disburses and accounts for funds and other assets in accordance with (IAW) applicable regulations and manuals.  Is financially liable for losses of funds and property only when dishonesty, fraud or culpable negligence is established.

4.  Plans for replacement of property through development and execution of capital purchases and minor construction budgets.

5.  Prepares all reports as required by the Army Community and Family Support Center.

6.  Ensures that all positions having access to cash will be bonded IAW AR 215-1.

7.  Exercises direct supervision over subordinate managers both military and civilian.

8.  Prepares all required inventories IAW procedures outlined in AR 215-1.

9.  Coordinates all revenue producing activities requiring program direction, financial and operational supervision, resource allocation, costs analysis, and new program development.

10.  Serves as a nonvoting member of the NCO Club Council.

Officers' Club Branch

1.  Implements management policies as directed by the Chief of Community Operations Division.

2.  Provides financial expertise to the Community Operations Chief as they pertain to meeting TRADOC, installation and division goals applying sound financial judgement and practical knowledge of accounting procedures to review and analyze club financial statements.  Prepares operating budgets for nonappropriated funds.

3.  Plans for the replacement of property through development and execution of capital purchases and minor construction budgets.

4.  Receives, safeguards, disburses and accounts for funds and other assets IAW applicable regulations and manuals.  Is financially liable for losses of funds and property only when dishonesty, fraud, or culpable negligence is established.

5.  Ensures that all positions having access to cash will be bonded IAW       AR 215-1.

6.  Prepares all reports as required by the Army Community and Family Support Center.

7.  Prepares all required inventories IAW procedures outlined in AR 215-1.

8.  Exercises direct supervision over subordinate managers both military and civilian.

9.  Coordinates all concessions revenue producing activities requiring program direction, financial and operation supervision, resource allocation, costs analysis, and new program development.

10.  Serves as a nonvoting member of the Officers’ Club Advisory Council.

Family and Soldier Activities Division

1.  Supervises, develops, and implements policies affecting Army Community Services, Child Development Services, Youth Services,  Installation Volunteer Program, Sports and Fitness, Outdoor Recreation, and Fort Gordon Recreation Area.

2.  Supervises, develops, and implements policies affecting Utilities Deposit, Newcomers’ Briefing, Installation Volunteer, Great American Family Awards, Family Action Plan, Adopt-A-School, and Mayor’s Program.

3.  Monitors Army Emergency Relief Program.

4.  Serves as DCA action officer for mobilization planning.

5.  Provides for the constructive use of leisure time for the soldier and other authorized participants, addressing a wide range of interests in the programs, facilities, activities, and events offered.

6.  Assists the Commander in the maintenance of morale, esprit de corps, physical fitness, mental preparedness and combat readiness of the soldier.

7.  Improves the quality of life by offering opportunities for self-fulfillment, self-development, self-awareness, entertainment, and enjoyment.

8.  Provides for planning and development, staffing, programming, coordination, financing, promotion and conduct of several activities and facilities.

9.  Develops new programs and facilities in response to current trends in society and identified needs.

10.  Develops policies and procedures to implement a comprehensive division training program.  Synchronizes three personnel systems--APF, NAF and military.  Provides professional leadership.

11.  Establishes program standards to assure the availability of high quality leisure services.

12.  Monitors, reviews and evaluates programmed activities and services.  Adjusts or shifts resources as may be required to improve existing programs.

13.  Synchronizes the formulation and execution of the NAF and APF budget.

14.  Identifies revenue producing initiatives, and ensures a profitable revenue posture with a goal of self-sufficiency where required.

15.  Develops a comprehensive Five-Year Plan which quantifies division program requirements in terms of financing, manpower requirements, contractual arrangements, supplies, equipment, construction and facility renovation, and program expansion.

16.  Monitors internal control procedures and policies.

17.  Monitors safety and security policies and procedures as implemented throughout the division.

18.  Serves as key advisor to the Commander on recreational matters.

19.  Serves as liaison to coordinate, assist, promote, exchange and utilize resources and programs in the broad recreational arena.

20.  Provides a vigorous and sustained program of publicity and promotion. 

Army Community Services(ACS) Branch 
1.  Manages the ACS Center and various service programs for the Fort Gordon community to include the Outreach Program, Army Emergency Relief assistance, Family Advocacy Program and financial counseling assistance to active and retired military soldiers and their family members.  Makes referrals to appropriate agencies.

2.  Provides information and assistance to food stamp applicants and exceptional military family members.

3.  Assists arrivals to and departures from Fort Gordon, including allied service members and their families, by providing relocation information, welcome packets, diversified installation packet library, naturalization and citizenship training, and Lending Closet items - items needed while waiting for shipment of privately owned household goods.

Child Development Services Branch

Provides child development services to children of Fort Gordon active and retired military and federal employees on a daily or hourly basis.

Youth Services Branch
1.  Provides meaningful organized leisure and recreational activities, both directed and self-directed in the Army community to meet inherent interests and needs of dependent youth that stimulate development and learning (sports leagues and boys/girls social teen classes).

2.  Improves the mental and physical well-being and social, cultural development of family members.

3.  Provides Army youth family member opportunity to derive the benefits of participating in scouting.  Provides an installation scouting project officer.  Maintains installation cooperation with the Boy and Girl Scouts of America organizations.

Riding Stables

Supervises and maintains the Hilltop Riding Stables.  Provides for the health and welfare of horses, the boarding of privately owned horses, riding lessons, hay rides and pony rides.  Plans and organizes horse shows, trail rides, youth horse camps, and other customized special programs.

Installation Volunteer Coordinator
Responsible for the recruitment, placement, recognition and training of approximately 2,500 volunteers.  Works closely with volunteer organizations in the local community.  Serves as advisor to the community mayors.

Army Emergency Relief (AER)
Provides emergency financial assistance to Army personnel and their families, needy spouses and orphans of deceased Army members.  The financial assistance is provided in the form of loans and grants to those qualifying for the program.

Better Opportunities for Single Soldiers (BOSS)
Plans, promotes and executes a full calendar of activities and events with special emphasis oriented toward the single soldier.

Outdoor Recreation Branch
1.  Manages a wide range of outdoor activities, providing supervision, administrative support, personnel and financial management, facility and property management, budgeting, and long-range facility planning.

2.  Provides for fishing, boating, swimming, hunting, picnic areas, playgrounds, campgrounds, nature trails, tours, and programming.  Operates Mirror Lake and Leitner Lake.

3.  Manages and operates the Fort Gordon Recreation Area, which includes a marina and an Army Travel Camp.  Services offered include resale food and beverages, sundries, marina gas and oil, rental boating and camping equipment, reservations of cabins, trailers and campsites, boat sheds and boat slips for privately owned boats, and campers storage.  Offers extensive programming including water skiing, lake tours, and beach front activities.

4.  Sets goals, initiatives and priorities for participation in order to meet self-sufficiency goals established by TRADOC.

5.  Manages, operates and develops policies and procedures for daily operation of an indoor pool, two outdoor pools and beach front activities.

6.  Supervises and directs a professional work force which provides a diversified program designed to assist the soldiers and other authorized patrons develop muscular strength, muscular endurance, cardiovascular endurance, flexibility and body composition which improves overall physical fitness and a healthier lifestyle.  Conducts the Swim for Your Life Program as part of the Army Fitness Program.

7.  Works with unit commanders to conduct drownproofing programs, unit Physical Training (PT) and medical profile classes.

8.  Maintains liaisons with American Red Cross to conduct swim programs.

Sports and Fitness Branch

1.  Supervises and directs a professional work force which provides a diversified program designed to assist the soldier and other authorized patrons, develop muscular strength, muscular endurance, cardiovascular endurance, flexibility and body composition which improves overall physical fitness and a healthier lifestyle.  Conducts the Run for Your Life Program as part of the Army Fitness Program.

2.  Works with unit commanders to negotiate program changes and ensures a coordinated synchronized program effort.  

3.  Develops policies and procedures for daily operation of several gymnasiums, fitness centers, satellite fitness centers, tennis courts, ball fields, running tracks, and soccer and football fields.

4.  Plans, schedules, promotes, and conducts installation sports tournaments and championships at various levels of competition.

5.  Conducts sports training, workshops, and clinics for sports personnel, unit sports representatives, and volunteers.

6.  Maintains liaison with individuals and sports organizations in local areas.

7.  Provides assistance and support in selection and procurement of sports officials, equipment, and assigned indoor and outdoor athletic facilities.

Financial Management Division
1.  Serves as principal advisor to the DCA for financial management, program management, and personnel management.

2.  Develops and executes a balanced appropriated and nonappropriated (APF and NAF) resource management program for Fort Gordon Community Activities.

3.  Develops, directs and coordinates operating policies, and guidance and established priorities in the area of financial management for DCA programs.

4.  Directs the preparation, execution and analysis of the Community Activities Command Operating Budget.  Provides budget administration and accounts maintenance for APF accounts.  Coordinates with APF budgeting staff to integrate APF/NAF budget development and execution to ensure maximum utilization of authorized APFs.

5.  Directs the preparation, execution and analysis of the Installation Morale, Welfare and Recreation Fund (IMWRF) operating, cash flow, capital purchase, minor and major construction, and APF/NAF support budgets.

6.  Reviews and analyzes APF/NAF program performance and accomplishments, monitors use of resources, identifies and corrects imbalances, and promotes stewardship of resources.

7.  Provides a member to the Working Program Budget Advisory Committee and attends meetings of the senior Program Budget Advisory Committee (PBAC).

8.  Oversees APF reimbursements for services.

9.  Reviews and approves the DCA portion of Fort Gordon Interservice Support Agreements.

10.  Administers the Internal Control Program.

11.  Exercises staff surveillance and overview for installation Private Organizations.

12.  Administers the NAF Capital Purchase and Minor Construction (CPMC) Program.      

13.  Develops command NAF self-sufficiency objectives and performance goals.  
14.  Administers the NAF Risk Management Program (RIMP).

15.  Develops and implements financial management policies and procedures.

16.  Provides single fund financial management and overview of IMWRF activities.

17.  Overviews source of funds application, monitors inventory ceilings, cost of goods, labor, and net income percentages for NAF user activities.

18.  Prepares, monitors, and coordinates financial reports and resource matters with headquarters, external agencies, and program managers.

19.  Develops and executes the Unit Morale Resource Program.

20.  Manages the APF and NAF manpower program for Community Activities to include APF and NAF awards, personnel actions, Tables of Distribution and Allowances (TDA) coordination and development, etc.  Coordinates requirements for and prepares changes to the TDA to include Mobilization TDA for these activities.

21.  Administers, coordinates, and monitors the automated data processing (ADP) business applications systems for MWR programs and activities, including administrative and financial oversight of the system, its uses and functions, scheduling and execution of training, system scope and analysis of performance,  costs and budget requirements involving the system.

22.  Administers special Community Activities projects such as the Masters Badge Lottery, Combined Federal Campaign, and the annual Savings Bond Drive.

Services Division
1.  Provides common support services to all elements of the Directorate of Community Activities (DCA).

2.  Operates the NAF Contracting activity in support of all installation NAF activities.

3.  Administers the Minor Construction and NAF Major Construction Programs.

4.  Coordinates Morale, Welfare and Recreation (MWR) construction requirements through Military Construction Army (MCA) Program for this installation.

5.  Operates a central appropriated fund/NAF supply office and warehousing program for all of DCA and Fort Gordon’s MWR fund activities as well as supporting installation special events.

6.  Provides extensive Marketing and Advertising services for DCA activities.

7.  Coordinates cable television service requirements for Fort Gordon and coordinates and administers engineer work orders for DCA.

8.  Administers taxi service requirements for Fort Gordon.

9.  Operates a maintenance and repair team in support of activities not authorized facility engineer assistance.

10.  Administers the Real Estate Service contract for the installation.

11.  Operates the Installation Recycling Program.

12.  Maintains liaison with the Army Air Force Exchange Services (AAFES) to ensure local needs are serviced and exercises supervision of the AAFES in staff actions relative to this installation.

13.  Operates the MWR Commercial Sponsorship Program.

14.  Provides for major MWR special events.

Marketing and Advertising Branch
1.  Responsible for publicizing all elements based on input requirements from the various activities.

2.  Provides numerous types of printed materials such as brochures, schedules, flyers, coupon books, etc., for promoting special and recurring events.

3.  Coordinates with installation Public Affairs Office (PAO) to ensure programs receive ample coverage in the weekly post newspaper.

4.  Develops marketing strategy for new programs and methods for efficiency.

5.  Provides commercial sponsorship for MWR events.

Supply Branch 

1.  Responsible for proper supply functions IAW all applicable Army regulations.  Maintains handreceipt account for DCA, file of supply catalogs and related reference material, correspondence, publication files, and regulations pertaining to supply and equipment operations.

2.  Processes requisitions for supplies and equipment for all athletic, recreation, and entertainment activities conducted by DCA to include support equipment and supplies for major commands (down to unit level); stores, issues and accounts for same in a centralized supply room; procures self-service store items for Administrative and Supply Branch; maintains established stock levels and issues as required; and is responsible for maintenance of the unit property book.  Maintains registers of purchase requests received and purchase orders executed.

3.  Prepares inventory and adjustment reports, and job order requests.

4.  Performs cycle inventories and rewarehousing as necessary.

5.  Responsible for requisitioning and accounting of all appropriated petroleum, oils, and lubricants(POL) products required by DCA.

6.  Responsible for proper supply functions IAW all applicable Army regulations.  Maintains the Fixed Asset Register, handreceipt accounts, and all adjusting documents for all NAF property accounts at Fort Gordon.

7.  Maintains accountability of all excess appropriated fund property acquired from Installation Property Disposal Office for use by NAF.

8.  Performs all Property Disposal Office functions for installation NAF property IAW existing directives.

9.  Performs annual inventory requirements of NAF property in conjunction with the Central Accounting Office.

NAF Contracting Branch
1.  Performs the procurement/contracting of NAF activities, designated by the DCA, IAW DA Pam 215-4, AR 215-1 through 215-4, AR 230-65, and Defense Acquisition Regulation (DAR).

2.  Serves as the NAF Contracting Officer for the installation,  coordinating with the Directorate of Contracting (DOC) for large dollar NAF acquisitions in excess of NAF Contracting Officer’s authority to obligate nonappropriated funds.

3.  Serves as the technical advisor and provides contracting assistance to Nonappropriated Fund Instrumentalities (NAFIs).

4.  Serves as coordinator for installation NAF revenue generating contracts.

Maintenance and Repair Branch
1.  Coordinates all maintenance and repair for DCA activities either through installation engineer support or in-house staff.

2.  Provides in-house maintenance and repair to MWR activities not authorized appropriated fund support.

3.  Provides in-house construction for NAF minor construction/

renovations.

4.  Maintains work order records for DCA.

Recycling Branch
1.  Provides an installation recycling program which includes:

    a.  Office recycling.

    b.  Curbside recycling.

2.  Collects, processes and sells recycling commodities for the best market price.

3.  Provides continual recycling awareness training and/or program.

Auto Crafts Branch
Operates a state-of-the arts Auto Crafts Center which has several interior and exterior bays, secure storage and a small auto parts store.  Maintains general purpose bays, lube bays, motorcycle bays, paint spray booth, steam cleaning, muffler and transmission bays, and a machine and welding shop.  Furnishes technical guidance through classes and one-on-one instruction.  Provides weekly shop safety orientation classes before allowing patrons to use auto shop.  Provides a rental outlet for self-contained trailers and large Bar-B-Ques mounted on trailers.

NOT USED
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DIRECTORATE OF HUMAN RESOURCES
MISSION

The Directorate of Human Resources (DHR) serves as a consultant to the Commander and staff for military and civilian personnel matters.  It provides advice, assistance, and services to all local levels of command and management on all matters pertaining to military and civilian personnel management.  It manages and administers personnel programs for the installation and its work force through the Civilian Personnel Advisory Center (CPAC), the Military Personnel Division, the Army Career and Alumni Program Division, the Alcohol and Drug Abuse Prevention and Control Division, the Education and Career Development Division, and Library Services Division.

FUNCTIONS
Office of the Director
1.  Advises and assists the Commanding General and his staff on all civilian and military personnel matters.

2.  Develops operating policies and guidance, and establishes priorities for financial and personnel management in the DHR.  Coordinates overall efforts of the directorate toward achievement of installation goals.

3.  Manages personnel and administrative plans for current and projected missions of the installation and for the development and coordination of military and civilian personnel requirements.

4.  Directs and supervises the operations of subordinate elements:  Alcohol and Drug Abuse Prevention and Control Division; Army Career and Alumni Program Division; Civilian Personnel Advisory Center (CPAC); Education and Career Development Division; Military Personnel Division; and the Library Services Division.

5.  Serves as the local functional chief for the civilian personnel administration career program and as such, ensures quality intake and planned development of the professional and technical staff of the CPAC.  

6.  Ensures satisfactory personnel processing services are provided to Fort Gordon by the Civilian Personnel Operations Center (CPOC), Fort Benning, Georgia.

7.  Serves as a special staff officer for the Commanding General and Chief of Staff.

Alcohol and Drug Abuse Prevention and Control Program Division
1.  Supervises, develops and implements the Installation Alcohol and Drug Abuse Prevention Control Program according to the guidelines of AR 600-85 and other applicable regulations and directives.

2.  Provides appropriate identification, evaluation, consultation, and rehabilitation services for personnel with alcohol problems or problems with other drugs.

3.  Provides assistance to unit commanders and military and

civilian supervisors in their efforts to deal with alcohol and drug problems.  Develops and presents programs of instruction in the prevention and awareness of alcohol and drug abuse to the Fort Gordon community.

4.  Operates the Installation Civilian Counseling Service

(Employee Assistance Program) as a resource to management,

employees, and family members of military and civilian personnel who have problems with alcohol or other drugs.

5.  Coordinates the command biochemical testing programs.

Army Career and Alumni Program Division (ACAP)

1.  Serves as the commander’s primary resource office for

developing, coordinating, and delivering transition and job

assistance services to eligible soldiers, Department of the Army civilians (DAC), and their families.

2.  Operates a comprehensive system to assist transitioning

personnel.

3.  Fosters an Army alumni which retains a positive and

supportive link with the Army.

4.  Plans job fairs and special recruiting events.

5.  Interacts with local businesses, industries, and

organizations in order to enhance community relations.

6.  Determines transitioner’s needs; prioritizes needs; matches needs to services; and develops a tailored individual plan to ensure that needs are met.

7.  Provides for follow-up and evaluation.  Provides the

capability to improve the transition process, and measure

transitioner’s satisfaction.

8.  Coordinates on post activities of Georgia Department of Labor and Veteran Affairs representatives.

Military Personnel Division
1.  Serves as the installation Adjutant General.  Manages the full range of military personnel support for the installation and plans for personnel mobilization mission of the installation.  

2.  Supervises military personnel operations and miscellaneous administrative functions.  Administers the installation Reenlistment Program, Retirement Services Program, and Casualty/Mortuary Affairs Program.  Manages command wide soldier programs and specific personnel functions which require command decisions.

3.  Develops personnel service policies and evaluates internal operations to ensure quality, professional personnel support is provided through the supervision of the functions of the Military Personnel Division.

4.  Manages the Installation Mobilization Planning Program as it relates to the Fort Gordon Military Personnel Program and controls the Military Personnel Division’s participation in Soldier Readiness Processing.

5.  Controls incoming and outgoing mail and distribution.  Performs daily courier service.  Requisitions blank forms and regulations.

6.  Requisitions supplies for all branches of the Military Personnel Division.

7.  Monitors and ensures maintenance requests are called in and work orders are completed in a satisfactory manner.

8.  Provides advice and guidance to the Director of Human Resources, his staff and management officials in the operation and continual maintenance of the various automated systems within the directorate to assist them in their day-to-day decisions.  

9.  Provides systems and network administration for the CPAC’s local area network, functional management for the Defense Civilian Personnel Data Systems (DCPDS), and the Installation Supoort Modules (ISMs).

10.  Provides technical advice to the DHR’s staff and serviced organizations, to ensure timely implementation of new subsystems and/or enhancements to existing systems.

11.  Serves as the technical representative for coordination of various functional system support requirements with the installation Directorate of Information Management (DOIM), U.S. Army Training and Doctrine Command (TRADOC), and U.S. Total army Personnel Command (PERSCOM).

12. Interprets DCPDS requirements and changes as they impact

civilian personnel administration policies and procedures.

13.  Develops plans and directives to implement and accomplish TRADOC and Headquarters, Department of the Army (HQDA) objectives.

14.  Plans application of data systems to meet local requirements by designing, implementing and maintaining base-unique subsystems.

15.  Develops and contributes standard and special reports to installation management and DHR personnel as requested.  Provides guidance and assistance in the development of self-help evaluation products from functional systems.

16.  Creates and/or updates system tables, processes system change requests and computer products.

17.  Serves as the Information Management Officer for the directorate and performs the following functions:  Prepares system(s) accreditation plan(s), reviews systems utilization, assigns Terminal Area Security Officers, identifies and corrects security violations, establishes control, and evaluates the computer security program.`
Retention Branch
1.  Develops and implements the Total Army Retention Program including the Active Army Reenlistment Program and Reserve Component In-Service Recruiting Program (USAR/ARNG) for the installation.  

2.  Supports Active and Reserve Component enlistments by publicity service and dissemination of information.

3.  Provides career counselors and in-service recruiters to

support subordinate organizations and units.  Conducts staff

assistance visits and quarterly inspections.  

4.  Provides training to career counselors and full-time reenlistment noncommissioned officers and provides command management information.

5.  Supervises reenlistment processing of all eligible personnel.  Processes applications for reenlistment to include options, contracts and submission of SIDPERS transactions.

6.  Processes bars to reenlistment to appropriate approval authority to include appeal actions.  Reviews documents prior to filing in the military personnel record.

7.  Processes extensions, waivers, exceptions to policy, DA Qualitative Management Program (QMP) bars and appeals, waiver of reenlistment commitments and claims of unfulfilled commitments.
Strength Management Branch
Officer Section
1.  Operates the personnel management, records, and actions for all officers assigned to Fort Gordon.  These programs include assignment, utilization, officer evaluation reporting system, records maintenance, SIDPERS, personnel actions and separation. 

2.  Requisitions officers based on authorized manpower documents and the Officer Distribution Plan (ODP).  Assigns officers to duties based on the command’s and individual’s need and monitors utilization to comply with HQDA directives.

3.  Reviews current staffing and utilization to ensure that officers are considered for assignments and projects based on the individual’s qualifications and the commander’s requirements.  Prepares management reports and staff papers.

4.  Counsels officers for reassignment and overseas processing.  Prepares orders and conducts briefings concerning entitlements.

5.  Monitors the DA officer promotion system and advises commanders and officers concerning schooling and centralized selection boards.

6.  Initiates, controls, and processes Officer Evaluation Reports in compliance with existing guidance.  Reviews and monitors officer rating schemes.

7.  Maintains the military personnel record jacket for all assigned officers to include the Officer Record Brief (ORB).  Ensures timely, accurate reporting of information to DA by conducting regular and special records audits.

8.  Prepares a variety of statistical reports for the command group, commanders and staff, and higher headquarters.

Enlisted Management Section
1.  Manages enlisted personnel strength and utilization for the installation.  Prepares strength analysis and conducts briefings as required.

2.  Requisitions enlisted personnel based on authorized manpower requirements.  Assigns incoming soldiers based on grade, military occupational speciality (MOS), organization priorities, and professional development.

3.  Manages the utilization of personnel and cross levels as necessary.  Monitors the incentive pay program to ensure proper utilization, reporting and documentation of bonus recipients.

4.  Manages the Drill Sergeant Program, stabilization program and monitors additional skill identifier (ASI)/special qualifications identifier (SQI) management.  Processes reclassification actions to include administering the physical performance evaluation system.  Manages the sponsorship program.

5.  Monitors the personnel status reports submitted by units.  Verifies accuracy of the personnel portion of unit readiness reports.

6.  Manages the Married Army Couples Program and application for special training assignments.  

7.  Prepares a variety of statistical reports for the command group, commanders and staff, and higher headquarters.

Reassignment Section
1.  Processes enlisted personnel for reassignments from Fort Gordon based on HQDA assignment instructions.  This includes validating soldier’s qualifications, counseling and processing requests for deletions/deferments.  Presents briefings and issues orders.

2.  Interviews soldiers and dependents to determine if concurrent travel is desired and if passports/visas are required.  Processes applications for passports/visas as required.

3.  Obtains port call for soldiers and dependents.

Personnel Operations Branch
1.  Processes actions pertaining to soldiers generated by commander or the result of an incident/situation involving the soldier.  Ensures that soldier support services are available and included in all planning documents.

2.  Processes special actions which include requests for compassionate reassignment, emergency leave, leave outside continental United States (CONUS), hardship discharges, and permissive attachments, etc.

3.  Processes all congressional and special interest correspondence for the installation, processes family member support claims, letters of indebtedness, and paternity claims.

4.  Manages Awards and Decorations Program.  Reviews recommended awards and finalizes all award citations/orders for officer and enlisted personnel which require approval by the Commanding General.

5.  Processes all photograph suspenses.

6.  Processes all elimination cases which require approval by the General Courts Martial or his delegated representatives.  Administers boards for Federal Courts Martial Authority (GCMA), to include stenography support and technical assistance.

Personnel Automation Branch
1.  Manages the timely and accurate reporting of strength accounting and personnel information through the automated SIDPERS to DA for updating of Army Systems Master files, the Officer Master File, and Enlisted Master File.

2.  Provides management and technical reports to commanders, the installation staff, and individuals based on the information in the SIDPERS data base.  Provides specific information needs through the Standard Information Retrieval Capability of Users (SIRCUS) reports.

3.  Monitors strength accountability for all units.  When imbalanced conditions arise within the unit, commanders and unit clerks are notified and corrective action taken.

4.  Identifies SIDPERS system problems regarding procedures or data base operating programs and promptly reports the incidents to TRADOC and DA.

5.  Conducts formal and informal training for commanders, unit clerks, and Military Personnel Division personnel regarding SIDPERS procedures and requirements.
Personnel Processing Branch
Retirement Services Office
1.  Provides complete range of retirement services for installation population to include supporting the military retiree community.  Provides full support to soldiers considering retirement through the entire procedure.

2.  Prepares retirement applications and all documents relating to the retirement process.  Conducts pre-retirement orientation.  Provides Survivor Benefit Plan briefing for retirees and family members.

3.  Coordinates Retiree Council activities; publishes retiree bulletin; and conducts the bi-annual Retiree Activity Day(s).

4.  Operates the Casualty Area Command (CAC) which includes 45 counties - 30 in Georgia and 15 in South Carolina.  Prepares casualty reports, letters of condolence and other related documents.  Notifies next-of-kin; provides Casualty Assistance; arranges military funerals and provides other necessary services.  Serves as a member of Fort Gordon’s Casualty Board.  Coordinates actions with Dwight David Eisenhower Army Medical Center (DDEAMC), Mortuary Affairs, Public Affairs Office, and civilian funeral directors.  Processes line of duty investigations.

5.  Performs mortuary functions related to the care and

disposition of remains of active duty and retired personnel in Fort Gordon’s 45 county area - 30 in Georgia and 15 in South Carolina.  Coordinates transportation of remains of dependents of active duty military personnel on Fort Gordon.

Customer Service/ID Card/DEERS Section

1.  Receives and verifies applications and issues identification cards for active and retired military, their dependents and reserve component personnel.  Ensures each applicant/dependent is verified as eligible for benefits and entered into the Realtime Automated Personnel Identification System (RAPIDS) which interfaces with the Defense Enrollment Eligibility Reporting System (DEERS).

2.   Photographs and laminates other badges as required.

3.  Processes photographs for passport applications.

Transition Center
1.  Processes all Army personnel for release from active duty, separations, and retirements, both from Fort Gordon and those assigned for separation processing.  Handles all reserve component personnel upon completion of training and transfers soldiers to Reserve or National Guard units for completion of obligated service.  Prepares all separation documents to include transfer of records to the U.S. Army Reserve Component Personnel and Administration Center.   Briefs separatees concerning personal problems incident to transition from military to civilian life and their obligations to or benefits to be derived from the government and/or Veterans Administration.

2.  Maintains statistical data for all military personnel being separated and provides reports of this data as required.

In/Out Processing/Welcome Center

1.  Receives visitors to Darling Hall.  Responds to inquiries by referring questions to the appropriate section or answering questions at the customer service desk.

2.  Provides in and out processing for all arriving and departing permanent party soldiers and their family members.  Provides information/welcome center service for Fort Gordon visitors.

3.  Confirms assignments, inprocesses personnel records and submits arrival transactions through ISMs.  Establishes appointments for soldiers to process through Finance and Accounting; health and dental records; and coordinates processing with Transportation and Housing Division.

4.  Outprocesses personnel and verifies completion of installation clearance.  Coordinates soldier appointment with other installation agencies to minimize outprocessing time.

Personnel Services Branch
1.  Maintains records of enlisted soldiers and provides data to HQDA.

2.  Maintains the Military Personnel Records Jacket (MPRJ) for all enlisted soldiers.  Inputs SIDPERS data for all automated information requirements for local and DA needs and ensures accurate, timely processing of data.  Ensures accountability of the records and processes requests for information by commanders, their staff and individual soldiers.  Monitors medical and dental suspense items.  Processes Good Conduct Medals.

3.  Schedules and conducts records audits with individual soldiers to verify emergency information annually and other special review.

4.  Manages suspension of Favorable Actions (Flagging Actions). Ensures suspense dates are met and flagged records are maintained separately.  Submits appropriate SIDPERS transactions.

5.  Supports centralized selection boards and transmits appropriate personnel records.  Manages Enlisted Promotions. 

6.  Manages the Enlisted Evaluation Reporting System for the installation which includes preparation, review and forwarding completed reports to HQDA.

7.  Administers and monitors U.S. Army Sample Surveys and Variable Housing Allowance Survey.

8.  Receives requests and completes statements of service for Veterans Administration home loans for permanent party personnel.

9.  Processes name and social security number changes for permanent party personnel.

Trainee/Student Processing Branch
1.  Serves as EXODUS Coordinator for the mass movement of post soldiers during Christmas Holiday season.

2.  Prepares all orders and correspondence utilizing ISMs.

3.  Maintains records of Regular Army, National Guard, and Reserve enlisted and officer students.

4.  Conducts administrative in and out processing of trainees and students to ensure accuracy and completeness of personnel qualification records and other documents filed in the Military Personnel Records Jacket .  Maintains and updates SIDPERS database for students.  

5.  Monitors receipt of security clearances and special background investigations for those students requiring access to classified information/material.  Maintains close coordination with Personnel Security Investigation Branch and the Regimental Directorate of Training (RDOT).  Tracks and reports ENTNAC status to TRADOC.

6.  Processes a variety of personnel actions to include airborne training, compassionate reassignments, exchanges assignments, separations, administrative holds, name changes, suspension of favorable personnel actions, enlistment commitments, joint domiciles, classification and reclassification, additional skill identifier (ASI) training, exceptional family member program, passport applications.

7.  Monitors, verifies and updates the Army Training Resource and Requirement Systems (ATRRS) with data pertaining to inactive soldiers.

8.  Receives and processes trainee and student assignment instructions.  Coordinates with all affected agencies as required.  Conducts briefings for all trainees/students on assignments instructions.  Requests appropriate port calls.

9.  Monitors/manages all promotions for trainees/students.  Supports centralized selection boards and transmits appropriate personnel records.

10.  Manages flagged records.  Ensures suspense dates are met and flagged records are maintained separately.

11.  Reviews and forwards Dropped From Rolls (DFR) packets.  

12.  Issues active and reserve Identification Cards (ID) to all trainee/student personnel.  Updates DEERS.

Civilian Personnel Advisory Center (CPAC)
1.  Directs the planning, execution, and evaluation of assigned mission.  Ensures that all efforts of the organization are properly coordinated internally.

2.  Coordinates the overall program planning and evaluation of civilian personnel advisory services.

3.  Advises the civilian work force on benefits programs for appropriated fund (APF) and nonappropriated fund (NAF) employees, including retirement, workers’ compensation, and health and life insurance.  Coordinates actions with the CPOC and Defense Accounting Office (DAO).

4.  Develops training policy and guidance for installation training and disseminates all policy and guidance to managers.

5.  Maintains training needs and inventory.  Analyzes and identifies appropriate training mode for the installation.

6.  Conducts annual training needs survey.  Consolidates installation training requirements through CPOC.  Briefs and provides local guidance to managers, if necessary.

7.  Develops Fiscal Year (FY) Training Plan by providing to CPOC any training and development strategies established to ensure mission accomplishment and achievement of organization performance goals.  Provides supporting documentation for proposed FY program emphasis areas to the CPOC.  Reviews and determines training costs and resources for local portion of training plan.  Provides CPOC’s recommended regional training plan to managers.  

8.  Develops local standing operating procedure and provides training to installation training coordinators.

9.  Develops training course and materials for local portion of training plan, if necessary.

10.  Publishes training calendar for local portion (using TRAIN when deployed).  Announces local training courses as needed.

11.  Arranges for facilities and supporting equipment/training aids for on-site courses scheduled by CPAC.

12.  Conducts, facilitates, and administers all aspects of local training courses.

13.  Advises/assists managers on the full scope of human resources development.  Consults with managers and employees on all aspects of organization and individual performance.

14.  Consolidates Mobilization Training Plan and sends to Mobilization Coordinator.  Identifies Mobilization Instructor Cadre.

15.  Develops and recommends plans, policies, and procedures for administration of DA labor relations programs, and assures communications of DA and local policies to management staff officials.

16.  Serves as the principal point of contact on labor-management relations matters of overall concern to establishing bargaining units.  Provides technical advice and assistance to management regarding its rights and obligations.  Coordinates management activities in connection with resolution of complaints under the Code of Fair Labor Practices and Standards of Conduct for Employee Organizations.

17.  Assures that necessary labor relations training is made available for staff and management officials.  Continuously evaluates effectiveness of local labor relations activities.

18.  Serves as the chief negotiator of the installation negotiation committee.  Assures the collection and analysis of experience under negotiated agreements and conducts studies to develop management demands and/or respond to union demands at the bargaining table.

19.  Advises management on the interpretation and application of negotiated agreements to facilitate administration.

20.  Participates in the resolution of grievances and unfair labor practice complaints arising out of the application and/or the interpretation of negotiated agreements.

21.  Develops policies and plans on constructive discipline and personal adverse actions.

22.  Acts as central point of contact for disciplinary cases submitted to the CPAC for proposed and final action. Provides initial assistance on individual disciplinary cases; assists in preparing notices of proposed adverse actions, advises on DA penalty guides, and assists managers in conducting pertinent inquiry.  

23.  Develops policies on grievances and appeals and evaluates effectiveness of application of policy by supervisors.

24.  Develops and publishes guidance on the performance evaluation process.

25.  Advises and assists managers and supervisors in the implementation of the Total Army Performance Evaluation System (TAPES).

26.  Advises managers and supervisors on their basic responsibilities to recognize employee performance through

appropriate use of monetary and honorary awards.

27.  Develops and publishes guidance on decorations, awards, and honors for civilian employees.

28.  Provides training for supervisors and managers in the use of awards to motivate employees.

29.  Advises, evaluates, and recommends on the effectiveness of the incentive awards program.

30.  Provides advisory staffing services for civilian positions, coordinating CPOC programs for external recruitment, internal promotion and placement, reduction in force, priority placement, etc.

31.  Provides employment information to the work force and the general public.  Furnishes guidance to applicants regarding job opportunities, either within the Department of Defense (DOD) or other federal agencies.

32.  Plans for short and long range analysis of civilian personnel staffing requirements and resources.  Determines fill strategy.  Provides advice and assistance.  Analyzes sources of recruitment.

33.  Analyzes position for recruiting information.  Assists manager in developing selective factors and knowledge, skills and abilities (KSA).  Prepares crediting plan or supplemental qualification statement (SQS).  Transmits documents to support SF 52-B (Request for Personnel Action) to the CPOC.

34.  Manages hire freeze administration and approvals.

35.  Assists with local labor market recruitment.  Distributes job announcements.  Downloads and forwards referral lists to managers.  Provides advice and assistance.  Reviews selections and/or supporting documentation.  

36.  In-processes employees.  Performs courtesy overseas processing.

37.  Responds to qualifications issues.

38.  Provides assistance to family members and military spouse preference candidates.  Counsels registrant.  Reviews and finalizes forms, forwards registration and employment applications to the CPOC.  Responds to written/oral inquiries.

39.  Assists manager in selection of criteria for Career Program positions.  Transmits to the Career Referral Office.  Receives career referral list, issues to manager, reviews and forwards completed selection to the CPOC.  Responds to issues over non-selection.

40.  Reviews personnel actions and counsels employees on change to Lower Grade, Reassignments, Position Changes, Details, reclassification, leave without pay, resignations and other personnel actions.

41.  For noncompetitive promotions, authenticates regulatory requirements.

42.  Advises employee of appeal procedures.  Sends appeal package to the CPOC.

43.  Advises managers on classification and position management issues.  Assists management with position and organization design and with position classification.  Serves as consultant to managers/supervisors separately and sometimes with other concerned staff in the establishment and maintenance of 

sound, efficient and economical position structure.  Assists management in auditing and analyzing job requirements and in the development of job descriptions.

44.  Promotes management and employee understanding and acceptance of the Position Management and Classification program by providing both formal and informal training.

45.  Coordinates management efforts on new and revised personnel policies and practices to assure involvement of appropriate management officials and staff subject matter specialists.

46.  Provides staff assistance and advice relating to two-way flow of information, use of informational media and staff meetings, and provides staff assistance on supervisor-employee consultation on work-type problems and on broader questions of personnel policy and employee service.

47.  Advises managers and supervisors on their basic responsibility for counseling employees through appropriate use of performance evaluation.

48.  Provides counseling service to employees on complaints or inquiries not referred by employees to supervisors; provides policy, administrative regulations, employee rights and services, and any other subjects not initially referred by employees through the supervisory line.    

49.  Coordinates local wage survey.

50.  Coordinates publication of local policies and regulations as required.

51.  Provides advice and assistance to supervisors, managers, and employees on procedural matters concerning Federal Employees’ Compensation Act, leave administration, retirement, health and life insurance, and other employee benefits programs.

Nonappropriated Fund Branch
1.  Plans, executes, and evaluates the personnel program for Army Nonappropriated Fund (NAF) employees.  Provides advice and guidance to supervisors and other officials on Army NAF personnel policies and procedures.  Provides overall knowledge of regulatory requirements which affect NAF personnel administration.  Coordinates publication of local policies and regulations pertaining to NAF personnel management and administration.  Develops the NAF annual operating budget for the branch operations.  

2.  Audits NAF personnel actions processed in the division to assure compliance with legal and regulatory requirements.  

3.  Classifies NAF crafts and trades positions and/or provides advice to managers regarding classification.  Provides advice to management regarding the probable effect of new jobs, proposed change in employee assignments, reorganizations, and other actions which may affect position structure.  Maintains files of pay band Standard Position Guides and modifications.

4.  Provides recruitment services and/or advice to management regarding candidate resources and recruitment methods.  Maintains an applicant supply file of candidates for high turnover positions.  Advises individuals selected for positions, makes job offers, and in-processes all new employees.  Processes DA Form 3434 (Notification of Personnel Action-Nonappropriated Funds Employee).  Establishes and maintains official personnel files.  

5.  Administers all in-service placement, including promotion, reassignment, conversion, and detail.  Provides information to career employees regarding the referral program for NAF employees.  Processes all separations, ensuring compliance with the regulatory requirements for business-based actions and other adverse and involuntary separations.

6.  Coordinates local wage survey.

7.  Processes performance-based and other pay increases, and monitors step-increases.

8.  Advises supervisors and managers on the Cooperative Improvement Program, including day-to-day responsibilities, performance appraisal, recognition, and formal improvement steps.  Conducts training as needed. 

9.  Advises employees and management officials regarding employee obligations, rights, and benefits, and acts as liaison between employees and offices which administer NAF benefits programs.  Processes Workers’ Compensation claims; NAF Medical, Dental, and Life Insurance enrollments and changes; and Retirement Program and 401K Savings Program enrollments and changes.  Processes requests for advance annual and sick leave, and leave without pay actions.

10.  Conducts supervisory and employee training and orientations.  Coordinates with management officials and CPAC for other training of NAF employees and supervisors.

11.  Coordinates with Labor Relations specialties of the CPAC regarding labor relations matters, the NAF Labor-Management Agreement, and negotiations with the union.  Meets with management and the union to discuss and/or negotiate on matters of mutual concern.  Participates in the resolution of employee grievances.

Education and Career Development Division

1.  Serves as Army Continuing Education System (ACES) program manager and program activity director. 

2.  Provides educational services and programs that aid Army readiness by giving soldiers opportunities for individual growth and proficiency by continuing their education while on active duty, and develop career goals that include military service, post service education and training. 

3.  Provides administration, budget requirements and supply needs (within existing resource and mission requirements) and coordination of ACES programs to meet established DA, TRADOC, and local objectives.

4.  Supervises the overall operation of the Education Centers and Test and Evaluation Branch. 

5.  Maintains continuous contact with local education agencies, institution representatives, and state officials in coordinating, monitoring education services, and planning for increasing future opportunities for soldiers and their families. 

6.  Prepares a yearly Educational Services Brochure, licenses for academic institutions, and maintains an up-to-date Standing Operating Procedure. 

7.  Schedules, advertises, and coordinates classes and Education program activities in the area (32 counties in Georgia) for active Army, National Guard, and Army Reserve personnel. 

8.  Coordinates maintenance services for educational facilities and coordinates classroom needs and space for programs. 

9.  Operates the Education Service Office (ESO) training program and coordinates training for personnel within the Division. 

10.  Coordinates on-post college programs. 

11.  Manages, administers, and supervises the CYBIS Computer Based Instruction System and utilizes the full resources available on the internet.  

12.  Provides ADP support and training to the Division. 

13.  Evaluates equipment and courseware for potential adoption for instructional use in learning centers.

14.  Operates and manages the Functional Academic Skills Training (FAST) program. 

Education Centers
1.  Provides educational counseling for all permanent party

soldiers within 30 days after arrival and annually thereafter on the anniversary month of entry on active duty throughout the first enlistment or obligated tour of duty.  Other counseling services will include limited outreach, follow-up, separation and retirement.

2.  Operates the Military Correspondence Course Program. 

3.  Provides a full extension training service to soldiers, family members and DAC civilians.  This service uses a multimedia self development approach to provide MOS job specific training, General Education Development (GED), College Level Education Preparation (CLEP), managerial, technical and general studies enrichment and Basic Skills Educational Programs. 

4.  Establishes and manages multimedia Army Learning Centers designed for installation personnel, including students, staff and faculty, DACs, and family members.  This service includes fixed and satellite facilities for individual self-paced instruction during duty and non-duty hours. 

5.  Evaluates training needs of students and units services and recommends additional programs where needed.  Advises, recommends and locates appropriate resources to meet training needs. 

6.  Provides detailed assistance to soldiers on integrating educational opportunities with military career development patterns.

7.  Coordinates on-post college programs to include the Service-members Opportunity Colleges, Associate Degree program (SOCAD), Baccalaureate Degree Programs, and Graduate Degree Programs. 

8.  Manages and administers the Army Tuition Assistance Program for eligible personnel in the military community.

9.  Furnishes an out-processing orientation on education benefits to all permanently assigned military personnel departing Fort Gordon. 

10.  Conducts assessments for education requirements. 

Test and Evaluation Branch 

1.  Exercises responsibility for the formulation of policies for the Individual Training Evaluation Program, Army Personnel Test Program, Defense Activity for Non-Traditional Education Support (DANTES) Examination Program, and Test of Adult Basic Education (TABE) Examination Program.  Plans, directs, coordinates, maintains, publicizes, and provides staff supervision for all testing programs. 

2.  Provides educational and training testing services to active duty soldiers either assigned to or supported under provisions of intraservice or interservice support agreements.  Responsible for providing testing services to DACs, adult family members, and retirees in the geographical support areas. 

3.  Monitors and directs the evaluation of unit administration of Common Task Testing (CTT). 

4.  Provides assistance with specific programs related to training and proficiency standards of all noncommissioned officers. 

5.  Conducts staff visits and provides training to officers and noncommissioned officers on the Individual Training Evaluation Program. 

6.  Serves as the Commander’s point of contact with the U.S. Army Training Support Center, Fort Eustis, Virginia, on Individual Training Evaluation Program matters; Defense Language Institute, Monterey, California, on Army Linguist Management Program matters; Military Personnel Center, Alexandria, Virginia, on Army Personnel Testing matters;  U.S. Army Flight Training Center, Fort Rucker, Alabama, on Flight Aptitude Selection Testing matters; and Defense Activity for Non-Traditional Education Support, Pensacola, Florida. 

7.  Manages, coordinates, schedules, and administers civilian tests. 

8.  Collects population data for the requisitioning announcement which is used to determine the print and distribution quantities of CTT materials and solider training publications (STP) supplements.

9.  Conducts inventories and maintains records on all test material. 

10.  Receives, stores, and maintains accountability for all examinations.

11.  Conducts quality control checks on all examinations.

12.  Prepares and transmits Self-Development Tests for electronic scoring to DA. 

13.  Manually scores the Defense Language Aptitude Battery, Language Proficiency Tests, Officer Selection Battery, Auditory Perception Tests, and Alternate Flight Aptitude Selection battery.  Electronically scores the Armed Forces Classification Battery, TABE, and typing test.

14.  Requisitions needed test booklets and material from the appropriate DANTES contractor and U.S. Army Training Support Center.

15.  Processes DANTES Document Receipt and prepares test documents for mailing to the appropriate contractor for scoring. 

16.  Programs and inputs pertinent data on all examinees scheduled for testing in the office data base system. 

17.  Inputs new test books and other controlled items into the office data base system. 

18.  Projects, prepares, and disseminates 90 day test calendar. 

19.  Provides guidance and advice to commanders and other key officials on all aspects of the Individual Training Evaluation Program, Army Personnel Testing Program, Defense Activity for Non-Traditional Education Support Examination Program, and Test of Adults Basic Education Examination Program, and Common Task Testing. 

20.  Plans, coordinates, develops, and conducts installation level workshops, seminars, and conferences on the Individual Training Evaluation Program. 

Library Services Division

1.  Offers a full range of professional services to active duty and retired military personnel and their family members, civilian employees, and students enrolled in on-post courses offered through the Education Center.  Provides on-line bibliographic searches, interlibrary loans, and reader’s advisory service.

2.  Manages the Woodworth Library and the Patient’s Library located in the Dwight David Eisenhower Army Medical Center.

3.  Selects for purchase or requisition books, periodicals, pamphlets, microform materials, documents, phonograph records, cassettes, instructional material, supplies for processing of books and other library supplies, maintenance supplies, and library furnishings and equipment.

4.  Classifies and catalogs all library materials according to Dewey Decimal classification scheme, processes same for public use, maintains Master Shelf list and Public catalogs.

5.  Maintains property accountability for library materials, equipment, and furnishings.

6.  Maintains and makes available to patrons approximately 62,000 cataloged books, 240,000 microforms, including fiche and film, a vertical file of noncataloged items such as clippings, articles, and brochures.

7.  Maintains a complete collection of Educational Resources Information Center (ERIC).  Develops and provides a circulating video (VHS) collection.

8.  Maintains a Military Read Room featuring military science, history and biographies.  Provides a children’s program and a Children’s Room.

9.  Offers bedside service to non-ambulatory patients, with a mobile bookcart, at the Medical Center Library.  Also, patient education services are rendered by request to any patient of the medical service.  Offers a variety of reading aids for handicapped patrons, as well as large print books.  Participates in the Talking Books Program.

10.  Creates general and specialized reading lists based on patron or activity request or installation area of emphasis.

11.  Supports various installation programs such as Child Development Services, Equal Employment Opportunity (EEO)/Equal Opportunity Office (EOO), special ethnic observances, etc, via appropriate bulletin boards, displays, and/or events.  

12.  Provides access for information in various formats through continual evaluation of services, technology, and patron needs.

13.  Administers the installation-wide library automation system.
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DIRECTORATE OF PLANS, TRAINING, AND MOBILIZATION


MISSION

Performs the Army’s traditional G3 and S3 functions of the U.S. Army Signal Center and Fort Gordon (USASC&FG).  Responsible to the commander for activities related to plans and operations; managing training facilities and training activities of the USASC&FG, U.S. Army Forces Command (FORSCOM) units, and other personnel who are not in a trainee or student status; supervising range operations; monitoring Training Support Center operations; coordinating mobilization programs and procedures in support of Army operations; reviewing command and control aspects during peacetime; supervising nuclear and chemical matters; involvement in special operations; coordinating explosive ordnance disposal; coordinating joint operations and plans integration and prioritization.  Exercises operational control over the 434th U.S. Army Band.


FUNCTIONS

Office of the Director
1.  Exercises staff responsibility, at the installation level, for plans, training, and mobilization activities.

2.  Advises the commander on matters and policies pertaining to installation and tenant FORSCOM unit contingency plans, operations, and training.

3.  Exercises responsibility for operation of the Emergency Operations Center.

4.  Exercises responsibility for post level nuclear, biological, and chemical training, ranges, and training areas.

5.  Supervises the administrative services of the directorate, to include maintaining a central filing system for correspondence; a repository of regulations needed for directorate level operations; processing military awards, Officer Evaluation Reports, and Noncommissioned Officer Evaluation Reports; maintaining civilian and military rating schemes; maintaining directorate locator and recall rosters; and managing a directorate-wide distribution system.

6.  Acts as central point of contact for all actions or inquiries received by the directorate.  Assigns tasking, controls suspense actions, and monitors completion of actions to ensure that necessary and effective coordination is achieved.

7.  Plans and controls the use of automated resources within the directorate and provides for acquisition of automatic data processing equipment (ADPE) as planned.  Provides ADPE training at the introductory level, recommends attendance for advanced training, and assists users with development of processing systems.

8.  Processes requests for scheduling of military aircraft transportation for USASC&FG and tenant activities. 

9.  Develops, coordinates, evaluates, reviews, and manages the installation’s Army Service School Program for employees’ training requirements (military and civilian) for attendance at functional, military occupational specialty (MOS), and career development courses at U.S. Army Training and Doctrine Command (TRADOC) service schools and Joint Department of Defense (DOD) schools.

10.  Provides assistance and guidance on the availability and variety of training courses.

11.  Disseminates information on available training courses at DOD and TRADOC service schools for preparation of local, annual training requirements.  Evaluates requirements received from activities, consolidates, and submits to DOD and Headquarters (HQ) TRADOC.

12.  Allocates approved quotas received from TRADOC to requesting activities.  Provides written instructions and screens nominations received for attendance.  Ensures applications contain supporting documentation.

13.  Maintains suspense files on all approved quotas.  Ensures travel orders are processed in a timely manner.

14.  Identifies training needs on a day-to-day basis as well as developing and planning long-range needs.

15.  Transmits and receives training requirements through the Army Training Requirements and Resources System (ATRRS).

Plans, Operations, and Training Division
1.  Serves as proponent for emergency action procedures and alert notification.

2.  Formulates operation plans, policies, and directives for installation personnel and assigned tenant units.

3.  Coordinates, publishes and maintains plans, estimates, and orders for expansion of training base, deployment of active FORSCOM units, and receipt, training, and deployment of Reserve Component units in the event of full or partial mobilization.

4.  Formulates plans related to organization and force planning of unit actions related to assignment, activation, inactivation/ discontinuance, and reassignment of units.

5.  Processes Unit Status and Identity Reporting System reports (to include unit readiness reports) and provides staff supervision pertaining to such reports.

6.  Assigns, changes, and edits Unit Identification Codes for subordinate reporting units located at Fort Gordon.

7.  Plans, coordinates, and supervises execution of post level parades, reviews, and other ceremonies.

8.  Reviews all ceremonial/post Memorandums of Instruction involving the Command Group for accuracy and to ensure support is properly tasked.

9.  Coordinates use of Barton Field and associated reviewing area.

10.  Provides staff supervision and coordinates Emergency Operations Center activities.

11.  Coordinates air transport in support of air transport- ability training, exercises, and deployment operations.

12.  Coordinates support requirements for major exercises required by higher headquarters.

13.  Coordinates and provides support for Unit Readiness Exercises for deploying tenant units.

14.  Formulates, publishes, and oversees execution of emergency plans to support contingency missions assigned by higher head- quarters or inherent within the continued operations of the installation.

15.  Operates the Global Command and Control System (GCCS) for the installation.

16.  Exercises responsibility for installation operations during nonduty hours in accordance with USASC&FG Reg 210-2.

17.  Plans, coordinates, and supervises execution of funeral support throughout Georgia and South Carolina.

18.  Coordinates Combat Lifesaver Course, Packaging of Hazardous Material for Transportation Course, Airload Planners/Equipment Preparation Course, Railload Course, and Railload Unit Movement Planners Course.  

19.  Provides honor guard and flag line support for Fort Gordon and the surrounding communities.

20.  Coordinates air traffic and air space matters which relate to range operations.

21.  Serves as the primary command representative for TRADOC support requirements from Fort Gordon.

22.  Serves as the primary command representative for tasking external and internal support requirements at Fort Gordon.

23.  Evaluates support requests to ensure they represent valid requirements.

24.  Selects and tasks the proper Fort Gordon activity to perform the support.

25.  Monitors taskings to ensure proper utilization of personnel/equipment.

26.  Monitors and coordinates support of the Augmentation Table of Distribution and Allowances (TDA).

27.  Provides recommendations for actions and forwards unresolved conflicts to the approving authority for resolution.

28.  Provides installation staff supervision of all post level nuclear, biological, chemical (NBC) activities, less schoolhouse.

29.  Provides NBC training guidance and support for Active and Reserve Component units training at Fort Gordon.

30.  Operates the Fort Gordon Area NBC Defense School, to include providing instructors.

31.  Operates the installation gas chamber.

32.  Provides the NBC element of the Emergency Operations Center and supports the installation commander’s NBC reporting responsibilities.

33.  Assists in nuclear accident/incident control operations.

34.  Monitors in/outbound radioactive materials at Fort Gordon.

35.  Serves as Army Training Evaluation Program team member on all NBC matters.

36.  Conducts NBC training for the geographical support area, as required.

37.  Coordinates the Integrated Training Area Management Program in cooperation with the Environmental and Natural Resources Management Office, Directorate of Public Works.

38.  Schedules and coordinates use of ranges, training areas, and air space.

39.  Prepares installation range regulations and operating procedures.

40.  Staffs Range Control at all times during firing as scheduled and serves as a central point of contact for weapons firing clearance, medical evacuation, safety, and fire fighting related matters.

41.  Provides procedures/safety briefings to unit representatives prior to their using any Fort Gordon ranges, and inspects ranges and training areas to ensure compliance with safety, operational, environmental, and policy directives.

42.  Coordinates all work orders pertaining to range or training areas.

43.  In conjunction with the Environmental and Natural Resources Management Office, specifies post training areas where hunting is authorized.

44.  Coordinates and operates drop zone.

45.  Manages FORSCOM and TRADOC training ammunition allocations and provides input to the automated Training Ammunition Management Information System.

46.  Coordinates with and supervises unit live fire exercises.

47.  Coordinates and supervises all field artillery firing.

48.  Coordinates and supervises surface clearing of dud areas.

Training Support Center (TSC)
1.  Provides a single source of management and consultation for the development, design, and production of training media, aids, and devices to all Active Army, Reserve, National Guard, and ROTC activities within the assigned geographical area of support. Additionally, serves as a TRADOC/ATSC Regional (III) Educational Television (ETV)/Device production facility.

2.  Serves as the Installation Activity Audiovisual/Visual Information (AV/VI) Manager with the DOD delegated authority for approval, procurement, and accountability of Operation and Maintenance, Army AV/VI equipment items costing less than $100,000.

3.  Coordinates and manages the operation of the ETV, Devices, Visual Media, and Services Branches.  

4.  Prepares reports, correspondence, and policy material pertaining to the operation of the TSC.  Manages and administers division equipment and manpower TDA.

5.  Prepares inventories and evaluation reports for functional areas applicable to Commercial Industrial-Type Activities Program.

6.  Recommends the use of training aids, videos, and devices for the most effective and economical manner of providing military education and training.

7.  Maintains video library for loan, reproduction, and distribution of Signal MOS training, safety, security, and individual soldier training.

8.  Prepares annual installation division budget and TRADOC ETV/Device regional production budget for submission to major command (MACOM) HQ.  Provides administrative assistance in budgeting, cost 

control, review and analysis, management improvement, etc., to the TSC Branches.  Provides oversight and management of the division Internal Control Program.

9.  Develops, budgets, and executes a plan for the acquisition of VI equipment to meet installation training requirements.  Provides resources and management for the Digital Training Access Center in support of Classroom XXI and Distance Learning.

10.  Provides Defense Audiovisual Information System (DAVIS) and Defense Instructional Technology Information System (DITIS) searches.  The DAVIS search is required to accompany the VI Production Request and Report (DD Form 1995) to TRADOC and Department of the Army (DA) for the approval of projects and funds prior to the start of category 2, 3, or 4 VI productions.  The DITIS search is required, along with the DD Form 1995 to TRADOC and DA, prior to the start of an interactive courseware product.  The DAVIS and DITIS databases are available to assist the instructor or student in locating completed products that would support classroom instruction.

Visual Media Branch
1.  Provides administration of digital graphics and photo images, archived and stored on a land area network file server for electronic customer access and in support of Classroom XXI and installation wide area network.

2.  Provides self-help facility with consultation support for customer generated briefings, access to Electronic Multimedia Imaging Center output devices, and the production of posters and charts.

3.  Provides electronic multimedia imaging support for command and directorate level presentations, significant events, symposiums, conferences, and training workshops.

4.  Designs and creates artwork, utilizing various media for high visibility projects and displays.

5.  Coordinates, develops, and designs Interactive Courseware for training and command information.

6.  Provides chemical/digital photo support for documentation of military training, command functions, investigations, and official DA photos.

Devices Branch
1.  Designs, constructs, repairs, and maintains training aids and devices, as required, to support installation Signal MOS training and Active Army, Army Reserve, National Guard, Junior and Senior Reserve Officers’ Training Corps (ROTC) component activities located within a geographical support area.

2.  Serves as a TRADOC/ATSC regional production and test bed for the designing, modeling, and construction of standardized DA devices.  Devices may be produced in wood, metal, plastic, and may have electronic component capabilities.

3.  Designs and produces DOD/DA standard and nonstandard devices for the Navy, Marines, and Air Force on a reimbursable basis.

Audiovisual (AV) Services Branch
1.  Procures, stores, maintains, and issues AV/VI presentation equipment necessary to conduct training at Fort Gordon, and to the Army Reserve, National Guard, and Junior and Senior ROTC units located within the geographical support area.

2.  Coordinates, procures, stores, and issues expendable and nonexpendable training aids, devices, and equipment in support of installation and regional Army Reserve, National Guard, and ROTC training.

3.  Manages and operates Alexander/Olmstead Halls and Barton Field sound support in support of command programs, conferences, symposiums, and training.

4.  Provides portable sound and presentation support for major installation events, ceremonies, dinners, and dedications.

5.  Responsible for coordination, packing, shipping, and distribution of TRADOC and DOD produced devices worldwide.  Maintains the TSC Property Book and serves as the installation VI/Device Property Manager.

Educational Television Branch
1.  Accomplishes production of live satellite, videotaped or multimedia training programming in support of distance learning, resident, nonresident instruction for USASC&FG and other proponent supported military occupational specialties for training and command information.  

2.  Serves as a TRADOC regional television production and distribution facility in support of standard DA/DOD category 1, 2, 3, and, as assigned, category 4 video/multimedia productions in support of the Department of Army Audiovisual Production Program, the JOIN Recruiting Command Program, and as directed by TRADOC HQ.

3.  Schedules operations for and maintains all internally accountable VI property.  Serves as the operational and technological visual information hub for the Digital Training Access Center, providing video, video on demand,  Signal specific graphics, generic clip art, digital photography, courseware distribution, master’s degree training through the National Training University, MOS and common subject video training.

4.  Conducts research, technical planning, modification, modernization of VI facilities to provide operationally ready and technologically up-to-date facilities for its mission.

5.  Advises and guides supported service schools and training activities in the application of television and multimedia production for support of education and training the soldier and civilian work force throughout the DOD.  

Reserve Components Support (RCS) Division

1.  Serves as the principal staff office for planning, supervising, and coordinating Reserve Component (RC) activities.

2.  Maintains liaison with appropriate commanders and staff sections as necessary, and serves as the single point of contact for supporting RC units and individuals at Fort Gordon with administrative, logistical, and training support.

3.  Establishes safeguards to ensure that U.S. Army Reserve assets are not integrated with Active Army assets without proper authority from higher headquarters.

4.  Responds to all Army personnel at Fort Gordon concerning RC policies and procedures pertaining to the proper training and administration of RC soldiers.

5.  Serves as the principal advisor to the installation on Army National Guard and U.S. Army Reserve policies and procedures as they pertain to units and individuals training at Fort Gordon.

6.  Coordinates all Fort Gordon training support provided to Active Component, Reserve Component, Junior and Senior ROTC, and other organizations/individuals conducting training at Fort Gordon.

7.  Schedules and conducts pre-camp conferences for units scheduled for Annual Training at Fort Gordon.

8.  Attends Annual Training planning and scheduling conferences, as necessary.

9.  Provides administrative and logistical support to Active Component evaluators of RC Annual Training.

10.  Manages and administers the Individual Mobilization Augmentee (IMA) and Mobilization (Counterpart) Training Programs.

11.  Provides message service to RC units training at Fort Gordon.

12.  Assists RC units training at Fort Gordon on matters pertaining to nonappropriated and recreation service activities.

13.  Distributes USASC&FG directives and other policy documents to appropriate RC units.

14.  Coordinates scheduling of Annual Training with the CONUSAs and Inactive Duty Training, as required, with units requesting training at Fort Gordon.

15.  Publishes and maintains the Annual Training schedule.

16.  Coordinates the loan of equipment to RC units training at Fort Gordon.

17.  Conducts training visits as requested by RC units.

18.  In coordination with the RCS Division Supply Section, assigns facilities to be used by RC units and individuals.

19.  Coordinates billeting for Active Component/Reserve Component

units and individuals as well as various activities visiting or training at Fort Gordon.

20.  Provides billeting for Active Component/Reserve Component units and individuals as well as various activities visiting or training at Fort Gordon.

21.  Maintains accountability and hand receipts for all RCS Division buildings and other property.

22.  Provides logistical and maintenance support for buildings and grounds dedicated to RCS Division.

23.  Coordinates with the Directorate of Public Works to assist in building maintenance and improvements.

24.  Provides logistical and maintenance support and coordination to Reserve Component units and individuals as requested.

434th ARMY BAND

(The U.S. Army Signal Corps Band)

MISSION

Promotes and maintains the morale and esprit de corps of troops by playing military formations and recreational functions by presenting formal concerts.  Supports the command’s community relations activities and civil affairs.  Provides musical support for the Army Recruiting Command and maintains a special program for the accession of musicians for the Army Band Program.



DIRECTORATE OF PUBLIC WORKS


MISSION

Functions as a key installation manager and, as such, provides advice and assistance to the Commander, U.S. Army Signal Center and Fort Gordon (USASC&FG), on matters pertaining to staff responsibility for planning and directing logistical, housing, and engineering activities, including master planning, real property management, environmental protection, and management of other related installation support actions involved in assuring the effective training of personnel.  The Directorate of Public Works (DPW) administers the base support contract for engineering, housing, and logistical activities; establishes policies, reviews performances, and provides acceptance of contractor services.  The DPW also serves as program director for the USASC&FG branch of the U.S. Army Training and Doctrine Command (TRADOC) Division of the Army Stock Fund.


FUNCTIONS

Office of the Director
1.  Advises and assists the Commander and his staff on all logistical and engineering matters and publishes policy; provides quality assurance and surveillance over contractor performance of transportation, maintenance, housing, supply, logistical and engineering services.

2.  Serves as Engineering and Logistical Program Director and as a member of the Program Budget Advisory Committee(PBAC).

3.  Evaluates projected fund requirements, controls application, and determines the sufficiency of funding and personnel resources to operate the DPW program and support the installation program.

4.  Develops and publishes logistical and engineering management policies and procedures for analysis and control of resources in logistical and engineering activities.

Plans and Operations Division
1.  Manages manpower and financial requirements for the directorate’s logistical operations.  Provides membership to the Working Program-Budget Advisory Committee and attends meetings of the PBAC.

2.  Manages, formulates, distributes, and executes the Defense Business Operating Fund (DBOF), Supply Management Army (SMA) budget by material categories.  Prepares installation DBOF, SMA management reports.  Formulates and implements installation supply management policies.  Provides technical guidance for program 

directors, Finance and Accounting, and supply managers concerning the DBOF, SMA Program.  Develops and analyzes the Fort Gordon Branch, TRADOC Division, DBOF, SMA Program.

3.  Responsible for preparation and implementation of logistical and engineering domestic, emergency, and mobilization plans, programs, and forecasts.

4.  Performs administrative personnel services to include: serving as point of contact for all civilian personnel matters, preparing necessary reports for personnel and financial data, and processing performance appraisals, recommendations for awards, suggestions, decorations, and citations.

5.  Serves as Contracting Officer’s Representative (COR) for security and contingency operations.

6.  Exercises staff control over preparation of the DPW portion of the installation budget schedules.  Budgets for, maintains surveillance of, and reviews expenditures of funds for the Director of Public Works.

7.  Reviews and provides recommendations on applicable publications in coordination with installation activities.

8.  Coordinates requirements for changes to Table of Distribution and Allowances (TDA) for activities within the logistics and engineering program and prepares DPW TDA changes.

9.  Develops and coordinates the DPW Automated Information Systems to include equipment and training; serves as the DPW representative to the Information Resource Management Committee.

10.  Provides mail and distribution service for the DPW staff.

11.  Develops, coordinates, reviews, updates, and exercises the logistical and engineering portions of the mobilization and contingency plans for the installation.  Provides representation to the installation Emergency Operation Center (EOC) and Mobilization Control Center (MOBCC).

12.  Monitors and coordinates with other agencies on the mobilization troop basis stationing plans for National Guard and U.S. Army Reserve (USAR) forces scheduled to mobilize at this installation.  Coordinates installation support upon mobilization.

13.  Develops and coordinates logistical and engineering support requirements for emergency deployment of active component U.S. Army Forces Command (FORSCOM) units during exercises and/or actual alerts; serves as DPW representative in the EOC.

14.  In concert with the contractor and specified unit movement officers (UMO), plans and exercises unit movement by air, rail, motor, and sea.

15.  Monitors and provides logistical and engineering assistance to the maintenance of tenant unit mission readiness.

16.  Prepares and coordinates studies and staff actions that involve more than one functional area within two or more divisions; develops and coordinates special projects not functionally oriented; and serves as primary point of contact between the DPW and other agencies that involve more than one functional area.

17.  Point of contact and DPW coordinator for the logistical and engineering support of installation-level conferences and special events.

18.  Coordinates tours and briefings for visiting dignitaries and evaluation/inspection teams of the DPW/contractor operations and facilities.  Coordinates DPW’s Calendar of Events and integrates events of interest into the Chief of Staff’s calendar.

Logistics Division
Maintenance and Equipment Branch
1.  Serves as Installation Maintenance Officer.

2.  Advises Commander and staff in matters pertaining to unit level, intermediate level, and depot level maintenance.

3.  Furnishes advice and liaison on engineering and logistics maintenance to the staff and organization commanders.

4.  Serves as the COR for the maintenance portion of the base operations contract.

5.  Supervises the actions of the assigned technical monitors.

6.  Reports all deficiencies to the contractor’s agents and the Contracting Officer.

7.  Verifies contractor’s response to all requirements.

8.  Develops plans and performs surveillance to assess compliance with contractual terms for schedule, cost, and technical performance as well as quality assurance.

9.  Prepares and submits monthly surveillance reports to the Contracting Officer.

10.  Provides input to the Contracting Officer relating to the contractor’s business management efforts.

11.  Serves as Material Readiness Officer of the installation.

12.  Analyzes all matters pertaining to maintenance, maintenance management, and logistics readiness programs.

13.  Analyzes maintenance data, reports, and procedures and develops information.

14.  Administers personnel matters; provides custody and security of classified documents used within the division.

15.  Reviews, develops, recommends action to standardize policies and procedures for the management of organizational and support maintenance activities.

16.  Analyzes technical and statistical information upon which management decisions may be based.

17.  Identifies deficiencies, addresses to contractor, and advises Contracting Officer of unresolved problems and customer complaints, supplying appropriate documentation.

18.  Reviews budgets, Army Management Structure (AMS) reports, statistical data, cost and performance, review and analysis, logistics readiness, and the contractual maintenance service programs.

19.  Monitors the planning for maintenance support for new equipment anticipated for use in Force Modernization and Signal School Training.

20.  Develops policies and procedures to ensure effective performance of missions in the area of maintenance.

21.  Ensures contractor compliance with applicable safety requirements.

22.  Coordinates with assigned commodity technical assistance personnel.

23.  Recommends policies, programs, and systems that will promote product effectiveness, improve work methods and techniques, decrease costs; and provide optimum response to the logistics and engineering maintenance requirements of support units and activities based on guidance and directives of higher headquarters.

24.  Monitors the Modification Work Order (MWO) Program.

25.  Monitors the Calibration Delinquency Report provided by contractor.

26.  Monitors the installation’s Coordinated Logistics Support Program (CLSP).

27.  Monitors the Army’s Oil Analysis Program (AOAP) for the installation.

Supply/Property Branch
1.  Serves as Stock Record Accountable Officer, Troop Issue Subsistence Officer, and Installation Command Supply Discipline Monitor.  Manages the Command Supply Discipline Program (CSDP) for the installation.

2.  Advises the command on matters pertaining to supply and property functions, laundry operations, and troop issue subsistence activities (TISA).

3.  Furnishes advice and liaison on logistics supply, TISA, and laundry operations.

4.  Develops policies and procedures to ensure effective performance of missions in supply and services systems.

5.  Provides a focal point for monitoring the quality and efficiency of the supply and services systems.

6.  Serves as the COR for the Supply, Laundry, and TISA Support Contracts.

7.  Supervises the technical monitors in the technical surveillance of the base operations contracts.

8.  Reports all deficiencies in the areas of supply and services to the contractor’s agent and Contracting Officer.

9.  Verifies contractor’s response to all requirements.

10.  Prepares and submits monthly surveillance reports to the Contract Administration Office (CAO) on the performance of work and technical management of the contractor to be used in determining the contractor’s award fee.

11.  Provides input to the Contracting Officer relating to the contractor’s business management efforts.

12.  Analyzes all matters pertaining to supply and logistics readiness programs.

13.  Analyzes supply and services data, reports and procedures, and develops information.

14.  Reviews, develops, and recommends actions to standardize policies and procedures.

15.  Analyzes technical and statistical data upon which management decisions are based.

16.  Recommends policies, programs, and systems that will promote product effectiveness, improve work methods and techniques, decrease costs and provide optimum response to the logistics supply and services requirements of support units and activities based on guidance and directives of higher headquarters.

17.  Reviews budgets, Army Management Structure reports, statistical data, cost and performance, review and analysis, logistics readiness and contractual supply and services programs.

18.  Serves as Accountable Property Book Officer for installation property, family and barracks furnishings, and Organizational Clothing and Individual Equipment (OCIE).

19.  Provides property book support for handreceipt holders, ensures authorized items are on valid request; renders technical and administrative assistance to all support units; ensures that property accountability is maintained; checks the validity of all daily and weekly transactions; conducts briefings for all incoming and outgoing handreceipt holders concerning the proper manner to conduct joint inventories and reports of survey.

20.  Ensures that documents are edited IAW regulations; performs monthly reconciliation of document registers; compares document register with monthly reconciliation listings.  Receives and posts supply publications; processes purchase requests and commitments.

21.  Responsible for transporting material from receiving warehouse to all supported activities on the installation.

22.  Receives supplies and equipment, verifies quantities, reviews serviceable and unserviceable items for turn-in from supported customers.

23.  Records and types documents; prepares and maintains hand receipts, edits documents for accuracy; assists in annual and cyclic property book inventories.

24.  Maintains an accurate accounting and reporting system for all nonexpendable property including automation equipment.  Schedules handreceipt updates, posts property to accountable records, issues new equipment and supplies to customers, accepts turn-ins when applicable; arranges transfers between handreceipt holders; maintains supporting document files for all transactions.  

25.  Processes receipt transactions for material being received by contract, local purchase, and similar means.

26.  Prepares recurring special, and one time reports concerning utilization of funds by element of expense for accounting processing code (APC) accounts or potential cost on requisitions; monitors supply financial documents relating to the support of DPW.  Participates in the preparation of budget estimates.

27.  Inspects incoming material; determines proper handling, storage, and distribution procedures.

Food Service Branch
1.  Food Advisor.

    a.  Supervises the Installation Food Service Program that supports the Food Service Contract, and a rapid deployable military intelligence brigade and a forward signal brigade.

    b.  Advises the command on all matters pertaining to the Food Service Program.

     c.  Interprets regulations, develops and implements policy guidance, and provides staff supervision over four garrison dining facilities, unit field kitchens, and one Troop Issue Subsistence Activity (TISA).

    d.  Performs all required evaluation and assistance visits.

    e.  Budgets and manages food service equipment and Dining Facility Decor Program.

    f.  Manages the food service budget.

    g.  Chairs the Installation Menu Board meetings.

    h.  Conducts and manages the Phillip A. Connelly Award Competition Program.

    i.  Manages the Culinary Arts Program.

    j.  Manages the Food Service Internal Control Program.

    k.  Monitors the monthly sanitation techniques classes.

    l.  Serves as the COR for food service.

    m.  Serves as the Installation Meal Card Control Book Control Officer (BCO).

2.  Food Supervisor.

    a.  Assists the Food Advisor in supervising the Installation Food Service Program.

    b.  Serves as technical monitor for the Food Service Contract.

    c.  Responsible for conducting evaluations and monitoring the contractor’s performance.

    d.  Instructor for Installation Food Service Sanitation classes.

    e.  Conducts the Culinary Art Competition.

    f.  Conducts the Phillip A. Connelly Competition Program.

    g.  Assists the Food Advisor with the food service budget.

    h.  Conducts backup system administration duties.

Transportation Branch
1.  Advises the command on matters pertaining to transportation functions.

2.  Functions as the Installation Transportation Officer for the obligation of government funds.

3.  Serves as the COR for transportation.  As such, is responsible to:

    a.  Monitor all movement services including non-tactical motor, rail, and air service.

    b.  Monitor the movement of material and personnel by commercial carrier and military transportation.

    c.  Monitor submission of unit movement data and unit movement plans for military convoys.

    d.  Monitor operation of terminal warehouse.

    e.  Monitor Transportation Motor Pool (TMP) and General Services Administration (GSA) portion of base operations contract.

4.  Provides technical surveillance of all contractor operated transportation services.  This includes monitoring:

    a.  All movement services, including air, rail, and motor.

    b.  Military individual, unit, and group movement via commercial and military transportation; coordination and submission of unit movement data and unit movement plans, preparation and coordination of plans for military convoy movements.

    c.  Movements of freight, hazardous cargo, personal property, and dependent personnel.

    d.  Terminal operations and inspections of inbound and outbound shipments and commercial carriers facilities, equipment, and services.

    e.  The contractor’s determination of the most advantageous mode of shipment and carrier to be used independently or in conjunction with the appropriate Military Traffic Management Command (MTMC) agency; consolidation of shipments where appropriate, and furnishing of shipment data to consignees.

    f.  Installation railroad operations which provide for the movement of supplies and equipment within the installation.

    g.  In-transit warehouse to receive, ship, and store material, and operation of installation central receiving points.

    h.  The determination of general purpose and passenger carrying vehicle requirements.

    i.  Commercial bus service on the installation.

    j.  Carlson Wagonlit Travel activities.

    k.  Annual EXODUS activities.

Public Works Division
1.  Supervises the COR in contractor oversight activities.

2.  Provides technical guidance to the Director on engineering matters.

3.  Furnishes input to the Directorate planning, programming, and budgeting processes.

4.  Provides maintenance management for the installation’s facilities, plants, and systems.

5.  Recommends policies and programs to promote effective management of the facilities engineering functions.

6.  Reviews and coordinates Corps of Engineer support to the installation by the District and Resident Engineering operations.

7.  Recommends appropriate methods of accomplishing requirements to maintain flexibility and efficiency of operations at the lowest cost.

8.  Approves engineering work and provides oversight of work management operations.

Engineering Plans and Services Branch
1.  Plans, programs, and reviews design of installation engineering projects, master planning, Military Construction, Army (MCA) programming, construction, inspections, and related functions.

2.  Inspects contract execution in coordination with the Directorate of Contracting.

3.  Performs acceptance inspections and makes energy impact studies for MCA projects.

4.  Exercises responsibility for the government review of design, preparation of drawings and specifications on all facilities engineering projects.

5.  Ensures the coordination of design with using agency and DPW organizational elements.

6.  Ensures reviews for technical sufficiency of all nonappropriated fund projects, including Army and Air Force Exchange Services, and Army and Air Force Motion Picture Services.

7.  Provides technical assistance to the Contracting Officer, if requested, in selection of material, construction methods, project supervision, and inspections.

8.  Represents the installation at design conferences on projects executed by the District Engineers or other construction agencies.  Design includes engineers or other construction agencies.  Design includes engineering analysis as well as plants and specifications.

9.  Provides facilities engineering input to environmental impact statements.

10.  Provides COR input to Contracting officer on the monthly evaluation of the DPW Facilities Engineering contract with emphasis on designs and subcontract inspections.

Facility Management Branch
1.  Reviews the contractor’s sequence of operations and priorities for general work in adherence to established policies.

2.  Recommends adjustment of contractor’s plans, assignments, and methods of operations as necessary for accomplishment of work as effectively and economically as possible.

3.  Reviews contractor’s performance within the appropriate shop(s), U-Do-It 

services, special projects, hospital support, and work control.

4.  Evaluates and reports monthly to the Contracting Officer on contractor’s performance of maintenance and repair of buildings and structures, U-Do-It program and work control.

5.  Manages the Facility Component Inspection Program with requirements input.

6.  Validates customer/contractor maintenance and repair  requirements input.

7.  Manages Installation/TRADOC maintenance and repair (MAR) requirements validation.

8.  Reviews the contractor’s plans and performance of the operations maintenance and repair of the utility plans and systems.

9.  Makes continual analysis of operations to ensure the efficient and economical use of energy, personnel, equipment, and materials.

10.  Provides policy and procedures to enhance the Energy Conservation Program.  Provides review and analysis of the contractor’s Energy Conservation Program to ensure established goals are met.  Reviews plants and systems to determine what changes are needed to reclaim wasted energy as well as improve efficiency.

11.  Reviews contractor’s plans, coordination, and accomplishment of activities pertinent to the operation, maintenance and repair of water supply, treatment, storage, and distribution system.  Evaluates contractor’s operation and maintenance of sewage collection treatment.

12.  Ensures that the water and waste water treatment plant operators meet the level of proficiency consistent with state and EPS rules, regulations, and permit limitations.

13.  Monitors contractor’s chemical latrine contract.

14.  Monitors construction and demolition landfill operation for compliance with federal, state, and local requirements.

15.  Monitors the contractor’s procedures in the control of the physical, chemical, and bacteriological characteristics of sewage, and assures that all equipment is in working condition.

16.  Monitors the contractor’s operation of water treatment facilities to ensure an adequate amount of drinking water for the installation.

17.  Monitors the contractor’s operation, maintenance and repair of the heating and cooling plants and distribution systems.

18.  Operates and maintains the Energy Monitoring and Control System (EMS).

19.  Monitors the performance of the operations of the heating and cooling plants to ensure adequate amount of conditioned air and water for the installation.

20.  Ensures water conservation policies are established and enforced.

Housing Branch
1.  Serves as Installation Housing Officer/Career Program Manager.

2.  Advises the command on matters pertaining to family, bachelor, and transient housing functions, as well as furnishings management.

3.  Furnishes advice and liaison on the management and associated maintenance of government provided housing.

4.  Reviews and approves current and long-range maintenance and repair programs/projects relative to on-post housing quarters.

5.  Develops policies and procedures to ensure effective performance of missions in the housing operation, including billeting.

6.  Provides a focal point for monitoring the quality and efficiency of the overall housing operation.

7.  Serves as the COR for the housing portion of the base operations contract.

8.  Supervises the actions of assigned technical monitors.

9.  Reports all deficiencies to the Contracting Officer.

10.  Verifies contractor’s response to all requirements.

11.  Prepares and submits monthly surveillance reports to Contracting Officer.

12.  Analyzes housing data, reports, and procedures and develops information.

13.  Evaluates the quality and quantity of work performed in all facets of Family Housing construction, repair, modification improvement and maintenance of on-post family housing facilities.

14.  Reviews, develops, and recommends action to standardize policies and procedures relating to the housing operations.

15.  Approves or processes exceptions to housing policy.

16.  Investigates complaints of discrimination in off-post housing.

17.  Analyzes technical and statistical information upon which management decisions may be based.

18.  Recommends policies, programs, and systems that will promote product effectiveness, improve work methods and techniques, decrease costs and provide optimum response to the requirements of the military sponsor based on guidance and directives of higher headquarters.

19.  Reviews operating program objectives, quarters maintenance project priorities, reports, statistical data, cost and performance, review and analysis and the Contractual Housing Management Program.

20.  Serves as Fund Manager for the Army Billeting Fund (NAFI) and Operational Manager of Stinson Guest House including operational control of the annual operating and Capital Purchases and Minor Construction(CPMC) budgets for both Stinson Guest House and Army Billeting Fund activities.

21.  Provides DPW Nonappropriated Fund (NAF) program policy and guidance.

22.  Issues certificates of nonavailability for quarters and mess.

23.  Reviews and approves DA and/or TRADOC directed periodic or 2scheduled surveys.  Replies to Congressional inquiries.

24.  Performs periodic review and establishment of fair market rental rates.

Environmental/Natural Resources Management Office
1.  Performs governmental staff planning, programming, budgeting, analysis, implementation, and coordination for installation operations in the Environmental Regulatory area.  Inclusive in this is, preparing and reviewing environmental evaluations, identifying pollution problems and corrective actions, ensuring compliance with cultural resource laws, conducting major surveys, and initiating environmental enhancement activities to inspire public awareness, responsibility, and relations.

2.  Performs governmental staff multiple-use planning, programming, budgeting, analysis, implementation and coordination for installation operations, to the extent that it is compatible with military activities in the Natural Resources area.  Inclusive in this is, the installation program management responsibility of: Land, Forest, Fish and Wildlife, Surfaced Areas, Mineral and Energy Development, federal, state, and local Agency coordination and cooperation.

3.  Performs government staff pest management planning, programming, budgeting, implementation, and analysis of the Installation Integration Pest Management Plan ensuring the effectiveness and efficiency of the program.

4.  Acts as the Installation Environmental Officer, responsible for ensuring compliance with federal, state, and local laws, regulations, policies, and codes governing the natural resources and environmental quality of the installation and its effect upon the adjacent area.

5.  Initiates positive action for the abatement of conditions causing an adverse impact upon the environmental quality and natural resources of the installation and/or its effect upon adjacent areas.

6.  Provides COR and technical monitors for oversight and evaluation of the contractor’s performance in the area of the Environmental Effects portion of the base operations contract.





DIRECTORATE OF CONTRACTING 

MISSION
Manages, directs, and executes the installation contracting program for the acquisition of supplies, equipment, materials, and services required for the operation and maintenance of the installation, its tenants, and satellited activities.  Services include the general education and training of personnel and contracting support for the Commercial Activities (CA) Review Program.  Excluded are U.S. Army Training and Doctrine Command (TRADOC) mission acquisitions (e.g., specialized training devices and services, research and development, test and evaluation requirements, and ADP equipment and services) which are centrally supported by TRADOC Contracting Activities.  Awards and administers appropriated funds contracts under unlimited monetary authority.  Advises the nonappropriated fund (NAF) purchasing activity on purchases and formal contracts, and other acquisitions, policies, and procedures.  Awards and administers NAF formal contracts in excess of contracting officer authority of NAF personnel.  Exercises responsibility for the Fort Gordon contracting program.  Serves as a Staff Officer to the Commander, other staff elements, and operating officials on acquisition matters.  Provides liaison with industry to establish and maintain a dynamic and viable contracting program.  Furnishes assistance relating to types of contracts, milestones dates, acquisition plans, performance work statements, surveillance plans, labor statutes, contract administration, solicitation and appeal/protests to all functional areas under Department of the Army (DA) review. 



FUNCTIONS

Office of the Director
1.  Plans and develops overall policies and procedures for formulation and execution of the installation contracting mission.

2.  Interprets acquisition policies promulgated by higher headquarters, develops plans and programs to implement the acquisition objectives of higher headquarters.

3.  Maintains liaison with the TRADOC Office of the Principal Assistant Responsible for Contracting, the litigation section of DA Office of the Judge Advocate General, and the Director for Contracting, SARDA.   

4.  Responds to acquisition related inquiries and reports by the above listed offices, other DA and Department of Defense  (DOD) level project offices, congressional channels, and inspection and review activities such as General Accounting Office (GAO), AAA, Inspector General (IG), Criminal Investigation Division (CID), the Defense Investigative Service, and Internal Review and Compliance.

5.  Executes acquisition related military correspondence for the commander as the Staff Officer responsible for contracting.

6.  Recommends Contracting Officer appointments/terminations to TRAD0C, prescribing proposed limitations, and describing individual qualifications.

7.  Executes those authorities delegated by the Federal Acquisition Regulation and the DOD, Army and TRADOC supplements thereto, which include, but are not limited to, approval of business clearance memorandum valued at $1,000,000 or less, use of warranty provisions in contracts, approval of withdrawal of bid requests, and approval of ratification actions.

8.  Develops the Fort Gordon Contracting Planning Program (CPP) and provides coordination for the TRADOC Advance Acquisition Planning System (TAAPS).

9.  Furnishes advice and assistance to installation non-appropriated fund acquisition activities.

10.  Exercises constant surveillance to safeguard against premature and unauthorized release of procurement information.

11.  Chairs the Board of Contract Awards for approval of proposed negotiated actions in excess of $500,000 and for review of unresolved, overaged audit reports.

12.  Appoints the Fort Gordon Competition Advocate.

13.  Appoints ordering officers and government credit card holders outside the Directorate of Contracting (DOC) in accordance with (IAW) Army Federal Acquisition Regulation Supplement (AFARS).

14.  Supervises, coordinates and develops installation policy and procedures for administration and execution of the TRADOC Contracting Career Intern Program.  

15.  Serves as the Installation Career Program Manager for the DOD Contracting Career Program. 

16.  Develops and prepares USASC&FG regulations pertaining to acquisition functions for which the Directorate is responsible. 

17.  Coordinates with Directorate of Resource Management (DRM) for the development and maintenance of Intra-Interservice, Interdepartmental, and Interagency Support Agreements.  

18.  Provides resource management, administrative and office services for the Directorate.

19.  Prepares, executes and administers personnel matters, including submission of Requests for Personnel Action, proposed job descriptions, job classification, proposed incentive awards.

20.  Maintains manpower survey data.  Submits justifications for staffing requirements.

21.  Plans for and executes the training program by submitting long-range plans, requesting quotas, preparing training and travel authorization documents and reports and making travel and pay advance arrangements.

22.  Manages and maintains a user file of DOD and commercial resident and correspondence acquisition courses.

23.  Performs the review and analysis function for the Directorate.

24.  Maintains suspense log for the Directorate.

25.  Supervises and coordinates management improvement activities.

26.  As the installation’s senior acquisition professional, imparts such knowledge to all directorate personnel by providing advice and guidance on specific contractual issues.

27.  Individually reviews and monitors all acquisitions involving formal Source Selection Evaluation Board formation and proceedings.

28.  Disseminates guidance and provides advice on mission contracting support to Fort Gordon activities.

Support Division 

1.  Provides systems administration for TRADOC wide area network for Standard Army Automated Contracting System and directorate local area network.

2.  Develops Ad Hoc programs for workload tracking and management evaluation for use by contracting offices at Fort Gordon, Fort Jackson, Fort McClellan, Presidio of Monterey, and other sites added to the network.

3.  Provides assistance to contract specialists and buyers in the preparation of solicitations, contracts and modifications or administration thereof.

4.  Establishes and maintains Solicitation Mailing List files by processing applications, posting applicant files and purging inactive files.

5.  Prepares and distributes automation instructions.

6.  Establishes, maintains and controls acquisition logs and ledgers.

7.  Maintains statistical data and supporting documents for the preparation of acquisition management reports.

8.  Serves as Records Management Coordinator for the Directorate to classify, establish and maintain a variety of files.

9.  Serves as Official Mail Control Officer responsible for routing, control and distribution procedures for mail IAW applicable regulations and established procedures.

10.  Performs forms management for the Directorate by maintaining pre-printed materials and forms and coordinating on development of internal and local forms.

11.  Coordinates with installation Freedom of Information Act (FOIA)  coordinator on receipt and processing of all FOIA requests received in the Directorate.  Prepares individual and triennial reports on processing costs and fees collected.

12.  Programs Directorate automation equipment for preparation of documents, recording of data and preparation of management reports, work measurement and manpower utilization.

13.  Maintains hand receipt for the Directorate, requisitions  furniture, equipment and office supplies, or requests repairs, and submits work orders.

14.  Compiles data and prepares recurring acquisition statistical data reports for input into TRADOC and DA.  

15.  Coordinates Internal Control Systems Review to safeguard against waste, fraud and abuse in the acquisition process.

16.  Directs reports control and records administration programs.

17.  Provides custody and security of classified documents and security control of office automatic data processing equipment (ADPE).

18.  Serves as installation coordinator for the TRADOC Advance Acquisition Planning System (TAAPS).
Contracting Division
1.  Responsible for execution of the contracting part of the Directorate of Contracting mission for acquisition of the following:

    a.  Supplies, materials and equipment in excess of $25,000 which are not available through mandatory intra-Governmental sources.  Included are items in support of the installation, tenant activities (such as the DDEAMC) and satellited activities.

    b.  Services for the operation and maintenance of the installation, its facilities and equipment in excess of $25,000 which are not available through mandatory intra-Governmental sources.  Included are single and multi-functional commercial activities acquisitions under cost comparison reviews.

    c.  Utility services, including electricity, natural gas and contingency water service.

    d.  Instructional and educational services under AR 621-5 and training courses which are non-TRADOC mission related.

    e.  Construction and architect/engineering services involving alteration, modification or repair of real property.

2.  Acquires the above listed requirements via formal contract, basic agreement, basic ordering agreement, delivery order and simplified acquisition means.

3.  Ensures that requirements documents contain various information, such as acquisition authority, approvals, adequate specifications or work statements and drawings, funding, independent Government estimate, evaluation factors and inspection and acceptance criteria, contract data requirements and Security Classification Specification, Surveillance Plan, Performance Requirements Summary, packaging and handling instructions, and special transportation requirement, etc, as appropriate.

4.  Performs technical review for any ambiguities in the requiring document by analyzing Specifications, Performance Work Statement and Performance Requirements Summaries for clarity of scope and purpose and contractability.

5.  Reviews Performance Work Statements to ensure that personal service requirements are excluded.  When the services being acquired are specifically personal in nature, assures that the requiring activity has obtained regulatory approval authority and then prepares appropriate determinations and findings.

6.  Determines which labor statutes (e.g., Service Contract Act, Walsh Healey Act, Davis Bacon Act, Contract Work Hours and Safety Standards Act) are applicable to the acquisition.  

7.  Prepares Justification and Approval (J&A) documents for acquisitions to be accomplished on an other than full and open competition basis.  Reviews documentation submitted by requesting activities for such actions to determine validity of need.  Obtains certifications from requesters.  Certifies to approving official (installation, MACOM or DA level) the accuracy and correctness of the Justification.

8.  Selects the most efficient and effective acquisition method (Sealed Bidding, Simplified Acquisition, or Conventional Negotiation).  Prepares determinations and findings and executes same when appropriate or required at major command (MACOM) or DA level.

9.  Selects the type of contract to be contemplated by the solicitation (e.g., fixed price, fixed price incentive, fixed price with economic price adjustment, cost reimbursable, cost plus award fee, time and material, labor-hour) and makes determinations and findings therefor.

10.  Develops acquisition plans and submits to TRADOC and DA for approval, summarizing the program, its impact in the financial arena, the proposed procurement approach (including method of solicitation, evaluation procedures, impact of socio-economic programs, type of contract, and explanation of other considerations) and charting out milestones for the acquisition.

11.  Develops Source Selection Plans utilizing technical evaluation criteria submitted by requiring activity.  Determines the evaluation of cost or price in the selection process and prepares solicitation provisions on evaluation factors and basis of award. 

12.  Prepares solicitations incorporating mandatory Federal Acquisition Regulation provisions, other applicable clauses and authoring additional solicitation and contractual requirements.  

13.  Obtains legal review of solicitation documents for all acquisitions in excess of $100,000; all Justifications and Approval (J&A)  documents for other than full and open competition and all other determinations and findings (D&F).

14.  Convenes solicitation review boards as required by the TRADOC Acquisition Instructions.

15.  Provides small business coordination record to TRADOC and DA (when required) for review of small and small disadvantaged business contracting potential determination.

16.  Ensures that proposed solicitations and contract awards are publicized in Commerce Business Daily as required and in appropriate commercial or business journals.

17.  Issues solicitations to the maximum number of qualified sources, consistent with the nature of service to be contracts by researching the Solicitation Mailing List, trade journals, industry guides and directories.  

18.  Schedules and conducts pre-proposal conferences with prospective contractors and coordinates site visit and tour requirements with requesting activity.

19.  Provides information and guidance to prospective offerors concerning the terms and conditions of the solicitations.

20.  Issues amendments to solicitation generated by changes in requirements, clarification requests, etc.

21.  Receives and safeguards contractor’s bids, proposals and quotations.

22.  Evaluates bids for responsiveness to solicitation, reviewing for potential mistakes, acceptability of brand name or equal bids, etc.  Makes determinations of non-responsiveness and minor informalities and makes recommendations on correction or withdrawal of mistake in bids.  Makes determination of reasonableness of price.

23.  Reviews and analyzes proposals and quotations, for which a formal Source Selection Evaluation Board has not been established, to determine conformance with the published solicitation, terms and conditions.  Analyzes cost and-or pricing data, utilizing Defense Contract Audit Agency field audit services when required or otherwise deemed appropriate.  Assists requesting activity in evaluation of technical portion of proposal and determinations of acceptability or non-acceptability of offeror’s approach and negotiation potentialities.

24.  Participates in establishment of, and serves as advisor to, formal Source Selection Evaluation Boards for complex, high dollar value acquisitions.  Advises technical and cost evaluation personnel on negotiation procedures, audit utilization, and resolution of questionable costs.  Obtains clarifications from offerors.

25.  Develops negotiation objectives regarding technical and cost elements delineating "must", "give", and "negotiable" factors.  Conducts preliminary written or oral discussions for fact finding and exploration purposes and culminates negotiation process through best and final offer request.  Negotiates profit and fee factors based on risk assumption analysis.

26.  Performs pre-award surveys of prospective contractor to determine responsibility (financial and technical capability, record of integrity and satisfactory performance history, and legal eligibility).  Obtains field survey from the Defense Contract Administration Services if deemed necessary.  Obtains Equal Employment Opportunity compliance review from Office of Federal Contract Compliance.

27.  Determines the successful offeror or performs as the source selection authority for complex high dollar value acquisitions.  Debriefs unsuccessful offerors on basis for non-selection.

28.  Obtains acquisition channel approvals of proposed contract awards as necessary, including Staff Judge Advocate review, Installation Board of Contract Awards recommendation, MACOM and DA authorization.

29.  Enters into contractual instruments insuring that appropriate contract language, terms and conditions, format, statutes, regulations, and directives are included and that the contracts are legally and technically sufficient and represent a sound business judgment from the Government’s viewpoint.

30.  Receives administrative appeals regarding commercial activities, reviews and processes to DRM for action.

31.  Performs contracting officer functions subject only to those limitations stated in Certificates of Appointment (DD Form 1539) executed by the Commanding General, TRADOC, or his Principal Assistant Responsible for Contracting.

32.  Maintains liaison with other Divisions administering contracts awarded by the Contracting Division.  Provides clarification on proposal related issues during contract negotiations.

33.  Determines Government’s position relative to protests, appeals or law suits prior to or subsequent to an award.  Prepares and signs the Government’s response for TRADOC, DA, and GAO review and represents the Government at formal hearings.

34.  Provides advice and guidance to command staff elements and supported activities on acquisition regulations, policies and procedures, and on development of requirements and statements of work.

35.  Prepares necessary documents to support the Directorate of Contracting’s position on matters which require interpretation of acquisition laws and regulations and judicial and nonjudicial decisions.

36.  Manages the installation small business, small disadvantaged business, and labor surplus area programs, and maintains surveillance to ensure that small business firms receive appropriate consideration in the awarding of contracts by the Directorate.  Serves as the installation Small and Disadvantaged Business Utilization Specialist, performing those duties listed in Part 19 of the Federal Acquisition Regulation.  Nominates requirements for 8(a) contracting and reviews all non-set asides actions.

37.  Trains TRADOC contracting career interns who are assigned to the division for approximately 1 year.

38.  Advises Nonappropriated Fund Purchasing Activity on supply, construction and service solicitations in excess of $25,000.  Executes NAF contracts in excess of $100,000.

39.  Maintains reference material on selected topics and current trends in the acquisition arena and on historical and recent decisions by GAO, the ASBCA and the judicial system for use by all Directorate personnel.

40.  Submits statistical data regarding contractual actions for local, MACOM, and DA collection.

41.  Receives FOIA requests pertaining to contractual actions.  Releases information related to Division work when releasable and requests legal determination when in doubt.  Collects information under Division jurisdiction for forwarding to the initial denial authority.  Advises pertinent parties of requests for contractor proprietary data.

42.  Scrutinizes requests from activities for sole source acquisitions, coordinating with the Competition Advocate and SJA for concurrence or nonconcurrence.  Rejects inadequate justifications for submission of competitive specifications, etc.

43.  Responds to justifiable priority request designations in an expeditious manner in compliance with applicable laws and regulations.

44.  Prepares Advance Contracting Plan for timely phasing of workload.  Advises requesters of impending suspense dates.  Reports deficiencies to the Director for command staff level action.

45.  Advises the Director on planning, management and directional actions.

46.  Division Chief serves as the competition advocate and assistant director and acts in the incumbent’s capacity during absences.  Assists in Career Program Management for the Directorate.  Serves as Chairman of Installation Board of Contract Awards when directed by the Director.

47.  Provides technical assistance and guidance to other Division chiefs.

48.  Performs applicable contract administration functions as identified for Installation Support Contract Administration Division for single function service, supply, and construction contracts.

49.  Administers nonappropriated fund supply, service, and construction contracts executed by the Division.

50.  Prepares and executes delivery orders against Fort Gordon contracts and contracts issued by other DOD activities.

51.  Provides advice to requiring activities on submission of mission requirements to TRADOC Contracting Activity. 

Installation Support Contract Administration Division
1.  Develops and administers policy and procedures for the management and control of the administration of formal contracts. Included are multi-functional base operations support contracts with major subcontracting efforts.  Contract types include fixed price, fixed price with economic price adjustment, cost reimbursable, etc.  Acquisition amounts range up to $30 million.

2.  Takes actions incident to delays, damages, defaults, allowability of costs, fee payments, etc.

3.  Appoints, when appropriate, Contracting Officer’s Representatives in writing, clearly defining the scope and limitations of delegated authority.  Ensures training of CORs in methods of surveillance, record keeping and reporting of contractor performance.

4.  Advises functional managers on all actions pertaining to the administration of the contract, to include contract negotiations and terminations on cost plus award fee contracts.

5.  Reviews individual plans for contract administration and surveillance and modifies or adjusts procedures as necessary.

6.  Monitors contractor’s performance and conducts contract progress meetings with the contractor to review findings, including discrepancies and identifies areas of needed improvement with recommendations for corrective action.

7.  Negotiates and executes change orders and supplemental agreements, incorporating contractor proposals and government recommended revisions to the contract.

8.  Monitors contractor’s costs to identify potential variances, coordinates with appropriate government activities and initiates negotiations and modifications to effect appropriate changes.

9.  Performs findings of fact and takes definitive action under the disputes clause.

10.  Conducts cost reviews and cost projection analyses to determine feasibility of additions or deletions in contractor provided services and comparative analysis of contractor’s cost estimates.

11.  Monitors contractor industrial relations matters under the contract.  Ensures that alternative readiness plan is available and operational in the event of actual or potential labor dispute.

12.  Reviews contract specifications for adequacy and initiates corrective action as required.

13.  Reviews and approves/disapproves prime contractors’ plans and goals for subcontract awards to small business and small disadvantaged business concerns and monitors accomplishments making incentive fee payments when provided for by contract.

14.  Ensures contractors’ compliance with small business, labor surplus area and disadvantaged business subcontracting programs; conducting, as required, small business and labor surplus area set-aside surveillance.  Reviews subcontractor proposals and bids for compliance with applicable government procurement regulations.  Reviews and approves/disapproves contractor’s proposed subcontracts and modifications thereto.

15.  Administers those portions of physical and document security programs applicable to the contracts.

16.  Performs monthly evaluation of the contractor’s business and project management and recommends award fees to Performance Evaluation Board and Award Fee Determining Official.  Serves as Secretary and contracting officer advisor to the Performance Evaluation Board.

17.  Coordinates with the DCAA on contractor compliance with cost accounting standards and disclosure statements. Requests DCAA audits as required.

18.  Evaluates and approves contractor overtime, training and travel requests.

19.  Assures that wage rate determinations are timely negotiated into contracts and that appropriate labor clauses are applied to contractor employees.

20.  Prepares monthly and quarterly evaluation documents for forwarding to Evaluation Board and Award Fee Determining Official.

21.  Evaluates reasonableness of incurred or proposed costs and prepares findings of facts to be used in issuing decisions on unallowable elements of cost.  Approves/disapproves contractor’s invoices for reimbursement or progress payments. 

22.  Recommends to contractor methods of management and operational improvements in terms of meeting mission support requirements and related cost consideration.

23.  Evaluates and approves contractor’s standing operating procedures (SOP) and all revisions.

24.  Provides technical information relative to contractor’s financial management system and interface with the Army Financial Management System.

25.  Ensure contract documentation is current with regard to required clauses, governing publications and provisions.

26.  Monitors contractors’ contingency plan for mission support, mobilization and training to insure adequacy and responsiveness.

27.  Performs contracting officer functions subject only to those limitations stated in Certificate of Appointment (DD Form 1539) executed by the Commanding General, TRADOC, or his principal assistant responsible for contracting.

28.  Monitors and evaluates, on a continuing basis, contractor’s property control system in accordance with Supplement 3, DOD Federal Acquisition Regulation Supplement.

29.  Approves/disapproves contractors’ requests for additional Government property, material and facilities after a requirements review.

30.  Investigates lost, damaged or destroyed Government furnished property which was physically under the control of contractor at the time of loss, damage or destruction.

31.  Forwards investigative results for lost, damaged or destroyed Government furnished property for review by the Civil Law Branch, Office of the Staff Judge Advocate, if there is a question of contractor liability.

32.  Provides relief of responsibility for lost, damaged or destroyed Government furnished property in accordance with terms of the contract, appendix B, DOD Federal Acquisition Regulation Supplement and investigative results.

33.  Serves as a liaison between Government and contractor for usage of all Standard Multi-command Information Systems by contractor.

34.  Ensures reports of survey are prepared and submitted to the Government approving authority to terminate accountability for lost or destroyed Government furnished property reported by contractor or discovered through the monthly evaluation process for which the contractor had physical control at the time of loss or destruction.  

35.  Reviews all reports of survey submitted by contractors to determine proper investigative authority.

36.  Advises and assists contractors in priority designation and allocation of materials.

37.  Maintains liaison with Contracting Division to obtain clarification on proposal related issues during contract negotiations.

38.  Determines Government’s position relative to appeals, or law suits subsequent to an award.  Prepares and signs the Government’s response for TRADOC, DA, ASBCA and GAO review and represents the Government at formal hearings.

39.  Provides advice and guidance to command staff elements and supported activities on acquisition regulations, policies and procedures, and on development of surveillance requirements.

40.  Prepares necessary documents to support the Directorate of Contracting’s position on matters which require interpretation of acquisition laws and regulations and judicial and nonjudicial decisions.

41.  Trains TRADOC contracting career interns who are assigned to the division.

42.  Surveils contractor compliance with requests for submission of data and reports under the Contract Data Requirements List.

43.  Monitors payments under contracts, coordinating processing of receiving documents and invoices for reimbursements, partial or progress payments.

44.  Receives FOIA requests pertaining to contractual actions.  Releases information related to Division work when releasable and requests legal determination when in doubt.  Collects information under Division jurisdiction for forwarding to the initial denial authority.  Advises pertinent parties of requests for contractor proprietary data.

Purchasing Division
1.  Responsible for execution of simplified acquisitions for $25,000 or less for purchase of supplies, equipment, materials and services required for the operation and maintenance of the installation and satellited activities, their facilities and equipment, and for education and training of personnel.  Places delivery orders against existing contracts without monetary limitation.

2.  Reviews purchase requests received for acquisition authority, approvals, funding, adequacy of item description and urgency of need.

3.  Determines which labor statutes (e.g., Service Contract Act, Walsh Healey Act and Contract Work Hours and Safety Standards Act) are applicable to the acquisition.

4.  Provides Data on Proposed Procurements to TRADOC for all actions in excess of $10,000 not set aside for small business participation.

5.  Prepares solicitations incorporating mandatory Federal Acquisition Regulation provisions, other applicable clauses and authoring additional solicitations and contractual requirements.  Prepares either oral, written, or electronic solicitations, depending upon nature and amount of the requirement.

6.  Researches and selects sources of supply/services, and solicits oral or written quotations.

7.  Provides information and guidance to prospective offerors concerning the terms and conditions of the quotations.

8.  After receipt and evaluation of quotations, determines the type of award to be utilized which will be in the best interest of the Government (purchase order, delivery order, imprest fund, or blanket purchase agreement call).

9.  Justifies unusual requirements, foreign source acquisitions, technical/analytical services, personal services, absence of competition, and prepares necessary determinations and findings in support thereof.

10.  Ensures that appropriate acquisition language, terms and conditions, format, statutes, regulations and directives are included in purchase documents and that they are legally and technically sufficient and represent, on behalf of the Government, sound business judgment.

11.  Develops and administers policy and procedures for the management and control of the administration of actions awarded by the Division.

12.  Appoints, when appropriate, Contracting Officer’s Representatives (CORs), in writing, clearly defining the scope and limitations of delegated authority.  Ensures training of CORs in methods of surveillance, record keeping and reporting of performance.

13.  Negotiates and executes change orders and supplemental agreements, incorporating contractor proposals and government recommended revisions to purchase orders.

14.  Performs findings of fact and takes definitive action under the disputes clause.

15.  Determines Government’s position relative to protests, appeals or law suits prior to or subsequent to an award.  Prepares and signs the Government’s response for TRADOC, DA and GAO review and represents the Government at formal hearings.

16.  Performs contracting officer functions subject only to those limitations stated in Certificates of Appointment (DD Form 1539) executed by the Commanding General, TRADOC, or his principal assistant responsible for contracting.

17.  Administers government credit card program.  Requests cards, trains outside card holders, monitors their awards, resolves billing errors, and inspects records.

18.  Establishes and maintains close contact with representatives of commercial concerns.  Contacts banks and business associates of contractors to obtain information regarding financial status and reputation of contractors.

19.  Establishes, executes and administers all blanket purchase agreements utilized by the installation and designates individuals outside the DOC who may place calls against these agreements.

20.  Maintains surveillance over blanket purchase agreement authorized individuals and individuals appointed by the Director as ordering officers.  Inspects on site the purchasing activities of these individuals at least annually and prepares written signed reports for review by TRADOC, AAA, Director for Contracting SARDA, GAO, IG, Internal Review, and other inspection and review agencies.

21.  Takes affirmative action and strives to meet the goals and objectives of special acquisition programs such as Small Business, Small Disadvantaged Business, Labor Surplus Area, Woman Owned Business Concerns, Disabled Vietnam Era Veterans, and Hire Handicapped Workers Programs.

22.  Assists in the development of policies, procedures, delegations of authority, assignment of responsibilities and management controls for inclusion in the installation acquisition regulation.

23.  Maintains effective liaison with other Federal Agencies, higher headquarters, other installations, civil authorities, and private industry to effectuate a dynamic and viable purchasing program.

24.  Submits statistical data regarding contractual actions for local, MACOM and DA collection.

25.  Receives Freedom of Information Act requests pertaining to purchasing actions.  Releases information related to Division work when releasable and requests legal determination when in doubt.  Collects information under Division jurisdiction for forwarding to the initial denial authority.  Advises pertinent parties of requests for contractor proprietary data.

26.  Trains TRADOC contracting career interns who are assigned to the branch for approximately 1 year.

27.  Provides advice and guidance to installation elements to assist in the development of purchase requests that can be translated into purchase documents that will meet regulatory requirements and be responsive to the Government’s needs.

28.  Plans for assumption of new work and accomplishment of special projects.

29.  Advises NAF Purchasing Activity on supply, equipment and service solicitations not in excess of $25,000. 

30.  Develops recommendations for changes to acquisition statutes and regulations that will avoid unnecessary administrative controls and procedures and permit more effective use of personnel resources.

NOT USED
OFFICE, EXECUTIVES FOR RESERVE COMPONENT AFFAIRS
MISSION
The Office of the Executives for Reserve Component Affairs is composed of the Senior Army National Guard (ARNG) and United States Army Reserve (USAR) Executives.  The office functions as a special staff element for ARNG and USAR issues and in that capacity functions as the executive Reserve Component (RC) staff consultant to the Commanding General and staff on all matters pertaining to the RC.

FUNCTIONS
1.  Directs, manages and coordinates all actions and issues pertaining to the ARNG and USAR and represent the Director, ARNG and Chief, Army Reserve(CAR) at the Signal Center and Fort Gordon.

2.  Manages the USAR and ARNG Active Guard Reserve (AGR) Programs for the Signal Center and Fort Gordon.

3.  Represents the Commanding General and staff at appropriate ARNG/USAR forums.

4.  Represents the National Guard Bureau (NGB) and the Office of the Chief, Army Reserve (OCAR) viewpoints on all issues relating to or potentially impacting upon the RC in the areas of training, doctrine, proponency, force structure and combat developments.

5.  Maintains a continuous dialogue and close coordination with the Senior ARNG/USAR Senior Advisors at TRADOC, FORSCOM, the Army Signal Command, major ARNG/USAR signal units, and other TRADOC activities.

6.  Provides ARNG/OCAR representation on the Signal Council of Colonels during Functional Area Analysis (FAA), Signal Restructuring Initiative (SRI), and Functional Review (FR) processes.

7.  Provides information/data on Signal Center products, policy changes and regulations either enacted or proposed by the Signal Center to NGB/OCAR.

8.  Provides ARNG/USAR information to all officer, warrant officer, and enlisted courses.  

NOT USED





OFFICE CHIEF OF SIGNAL
1.  Serves as the personnel proponent manager on all actions for doctrine, training, and personnel as pertains to the branch, specified, and personnel proponent activities.

2.  Develops needs assessment and needs analyses for unit training for completion of ARTEP-MTP and section/team tactical techniques.

3.  Develops specialty and unit training concepts and strategies, and determines the direction and scope of unit training.

4.  Recommends personnel management policy changes to the Department of the Army (DA) Deputy Chief of Staff for Personnel (DCSPER).

5.  Manages preparation and presentation of Signal Branch material to DA centralized selection boards.

6.  Advises the Chief of Signal on proponent matters and acts as a liaison and referral between personnel and organizations of the Signal Corps in the field (Active and Reserve; TOE and TDA) and the functional staff in the school.

7.  Advises other proponents of Information Mission Area (IMA) specified proponent matters and acts as a liaison between other headquarters and the functional staff in the school.

8.  Manages personnel force integration functions for doctrine, training, and personnel as pertains to Signal or specified proponent responsibilities     (AR 5-22 and AR 600-3).

9.  Develops and presents functional reviews to the DA DCSPER and attends quarterly personnel laydowns to ensure health and welfare of Signal Corps personnel specialties.

10.  Exercises operational control of personnel proponent programs for Signal areas of concentration, military occupational speciality (MOS), career management fields, and other skill identifiers in all phases of the Personnel Life Cycle Management Mode.

11.  Reviews and provides Signal Corps' inputs to Army personnel programs affecting branch and specified proponent areas of responsibility.  

12.  Coordinates and acts as liaison with other schools and centers, integrating centers, HQ TRADOC, HQDA, and/or other services on matters affecting branch, specified, and personnel proponent mission.

13.  Provides periodic personnel force integration in-progress reviews to Chief of Signal and DA staff organizations.

14.  Participates in higher headquarters and other briefings, conferences, meetings, and reviews pertaining to branch, specified, and personnel proponent goals, efforts, or actions affecting the Signal Corps.

15.  Manages development of memorandums or understanding/ agreement which define branch, specified, personnel, and functional proponent responsibilities between the Signal Center and other schools and centers, integrating centers, and HQDA.

16.  Serves as Personnel Force Assessment Manager for the functional area assessments and functional reviews.

17.  Documents and provides branch, personnel, and specified proponent input to the force assessment manager for organization assessments and unit fielding.

18.  Documents and provides input to the executablity assessments, supportability assessments, and system and functional assessments in accordance with Fort Gordon and higher headquarters requirements.

19.  Provides interface between Signal Center, ARNG, USAR, U.S. Army Reserve Component Personnel Administration Center, Army Reserve Personnel Center (ARPERCEN), and Reserve Component (RC) units affecting Signal Corps requirements.

20.  Serves as the single point of contact for all branch, specified, and personnel proponent matters for USASC&FG and the Signal Corps.

21.  Advises the Commanding General on all taskings and formal coordination of branch, specified, and personnel proponent matters for the Signal Corps.

22.  Advises the Commanding General on matters and policies pertaining to branch, specified, and personnel proponent plans, actions, and operations; and provides staff supervision and coordination of these functions.

23.  Represents the Chief of Signal on branch, specified, and personnel proponent matters.

24.  Maintains communications with constituency through hotlines, newsletters, proponent messages, and the Army Communicator Professional Bulletin on matters affecting the Signal Corps.

25.  Directs and supervises the operations of subordinate elements:  Officer Division, Enlisted Division, and Marketing Division, Office Chief of Signal (OCOS).

26.  Provides input to Manpower and Personnel Integration (MANPRINT).

27.  Develops Area of Concentration (AOC) and MOS that culminate in qualified soldiers and civilians to perform Signal Corps missions. 

Officer Division
1.  Develops officer AOC structure actions to support doctrinal, equipment, and mission operations.

2.  Projects, monitors and recommends changes to the officer force structure and authorizations for Signal Corps.

3.  Establishes or recommends changes to officer accession criteria.

4.  Develops prerequisites for Signal officer training courses.

5.  Recommend accession needs to sustain Branch operations.

6.  Manages SKIL1 and functional class seat fill on exception basis.

7.  Writes scripts for and evaluates JOIN tapes for AOCs.

8.  Provides Officer and Warrant Officer input into the Personnel Proponent Handbook.

9.  Briefs Signal Corps personnel status at meetings, seminars, and conferences.

10.  Manages the Signal Corps Training With Industry (TWI) Program.

11.  Supervises development and validation of Army Education Requirements Positions.

12.  Recommends programs that balance rank content for the Branch.

13.  Establishes training priorities.

14.  Evaluates unit/officer/warrant fill/distribution as applies to personnel.

15.  Develops and implements personnel changes based on FAA reviews.

16.  Analyzes and recommends retention rate adjustments that ensure personnel readiness.

17.  Recommends retention initiatives.

18.  Keeps the force informed as to DA personnel programs.

19.  Recommends officer and civilian training strategies.

20.  Writes and distributes professional development guidance.

21.  Solicits separatees to join the Reserve components (Transition Process).

22.  Recommends changes to retirement and separation policy.

23.  Recommends reduction-in-force guidelines to DA.

24.  Develops SMDR with U.S. Total Army Personnel Command (PERSCOM) (training quotas).

25.  Provides individual unit and personnel assistance and mentorship.

26.  Participates in the promotion of the Signal Corps during ROTC Summer Camps and Command visits.

27.  Participates in the promotion of Functional Area 53 (FA53) during OAC class visits.

28.  Monitor the Signal Corps "Regreening" Program.

29.  Liaison between Task Force XXI and the Signal Corps on OPMS XXI issues.

Enlisted Division
1.  Develops MOS structure actions that support doctrinal and equipment operations.

2.  Projects enlisted personnel force structure needs.

3.  Monitors and recommends personnel and MOS makeup of the Signal Corps and other units who use Signal MOSs.

4.  Reviews and recommends changes to Signal Corps' authorizations in non-Signal Table of Organization and Equipment (TOE).

5.  Analyzes and reviews The Army Authorization Documents System (TAADS) for correct application of standards of grade and soldier equipment relationships.

6.  Participates in quarterly enlisted personnel reviews to maintain health of the Corps.

7.  Establishes or recommends changes to personnel accession criteria; i.e., aptitude scores, enlistment terms/bonus, special recruitment incentive programs.

8.  Develops distribution of soldier quality for the Signal Corps.

9.  Develops prerequisites for Signal training courses.

10.  Establishes accession needs which sustain branch operations.

11.  Develops training strategies (not training content).

12.  Manages ASI/functional class seat fill on exception basis.

13.  Validates and evaluates JOIN tapes for Signal accession MOSs.

14.  Develops and publishes personnel proponent MOS Handbook.

15.  Briefs Signal Corps personnel status at meetings, seminars, and conferences.

16.  Recommends recruiting priorities.

17.  Monitors and recommends changes concerning Space Imbalanced and Tour Policy, procedures, and activities.

18.  Assesses MOS distribution.

19.  Assesses male/female/minority content.

20.  Recommends programs that maintain rank balance for the Branch.

21.  Establishes enlisted training priorities.

22.  Evaluates unit soldier fill/distribution for personnel.

23.  Analyzes and recommends retention rate adjustments that ensure personnel readiness.

24.  Recommend retention initiatives/incentives.

25.  Keeps the force informed as to DA personnel programs and actions.

26.  Recommends noncommissioned officer (NCO) training strategies.

27.  Writes and distributes professional development guidance.

28.  Establishes MOS relationships and professional development hierarchy for Signal MOSs.

29.  Prepares briefings for DA Enlisted Selections Boards.

30.  Reviews enlisted, AIT, BNCOC, and ANCOC Course Administrative Data Sheets and class fill.

31.  Solicits separatees to join the Reserve Components (transition process).

32.  Makes recommendations for Qualitative Management Program (QMP).

33.  Recommends changes to retirement and separation policy.

34.  Recommends reduction-in-force guidelines to DA.

35.  Develops SMDR with PERSCOM (training quotas).

36.  Implements Force Integration from a personnel perspective.

37.  Provides unit and personnel assistance and mentorship.

38.  Develops MOS training and education career patterns.

39.  Ensures that all force integration actions are identified, coordinated, assessed, and completed in accordance with Fort Gordon and higher

headquarters requirements.

Branch Marketing Division
1.  Manages the Signal Corps Regimental System (AR 600-82).

2.  Performs as the principle point of contact for total Army force worldwide on Signal Corps (Regiment) matters.

3.  Plans, staffs, disseminates, and coordinates the implementation of Signal Corps (Regiment) programs and policies.

4.  Coordinates procurement actions, establishes allocation guidelines, maintains property accountability, and coordinates distribution to units of accountable Regimental material.

5.  Provides guidance and assistance to Signal Corps' units on design, development, and procurement of their Distinctive Unit Insignia and unit-unique accoutrements.

6.  Provides guidance and assistance to Signal Corps' units on research and documentation of individual unit history.

7.  Administers the Signal Corps (Regiment) Affiliation Program.

8.  Conducts research, writes decision/information memorandums, writes articles for publication, and coordinates publication/ distribution of articles/memorandum pertaining to Signal Corps Regimental matters.

9.  Advises, coordinates, monitors, and provides Regimental symbols in support of Regimental ceremonies, conferences, and functions.

10.  Solicits articles to publish; prepares narrative and graphic layouts; edits and oversees the printing and distribution of the professional bulletin of the Signal Corps, the Army Communicator.

11.  Writes specifications and coordinates with Post Printing Plan and Government Printing Office for solicitation and award of an annual printing contract for the professional bulletin.

12.  Prepares and regularly updates a worldwide professional bulletin database for all official military units and other agencies authorized to receive appropriated bulletin copies.

13.  Develops the Chief of Signal (Regimental) Awards Program and coordinates the procurement and distribution of Regimental affiliation certificates, plaques, and memorabilia.

14.  Establishes procedures, solicits nominations, and coordinates the selection of honorary and distinguished Regimental members.

15.  Coordinates administrative and logistical support for honorary appointees.

16.  Coordinates with professional organizations, national and state governmental agencies, and other activities, to foster Regimental goals and objectives.

17.  Coordinates Regimental matters in support of activation/ deactivation of Signal Corps' units.

18.  Prepares and submits Planning, Programming, Budget and Execution System (PPBES) input to support Regimental programs.

19.  Writes "Chief of Signal Comments" section of Army Communicator.

20.  Provides oversight to the National Signal Corps Regimental Association (SCRA).

21.  Administer Signal Corps Regimental Awards Program to include Brevet Colonel, Order of Mercury and Wahatchee.

22.  Administers SCRA membership program.

23.  Serve as Chief of Signal's liaison.

24.  Coordinates participation in Symposium and other special events.

TRADOC SYSTEMS MANAGERS 

BATTLEFIELD COMPUTERS (BC)

TACTICAL RADIOS (TR)

SATELLITE COMMUNICATIONS (SATCOM)

NETWORK MANAGEMENT  (NM)

MISSION

Each TRADOC System Manager (TSM) is a separate staff agency established to provide intensive management for the acquisition and fielding of selected Department of Defense (DOD) major In-Process Review (IPR) and Designated Acquisition Programs (DAP) materiel systems.  Each TSM acts for the Commander, USASC&FG, and Commander, TRADOC, as a focal point for user activities and is responsible for directing all aspects of assigned system from conception through fielding including Integrated Logistics Support Elements as well as Combat Developments.  The TSM offices are TRADOC chartered with authority to issue directives.

FUNCTIONS

1.  Ensures that the efforts of all participating organizations, at all stages of the systems development,  take into account operational, organizational, doctrinal, personnel, training, testing, Manpower and Personnel Integration (MANPRINT), and logistic support requirements.

2.  Ensures, through appropriate tasking and coordination, that planning, training, operational testing and logistical support planning for the system proceeds in phase with its development schedules and acquisition plans.

3.  Ensures:

    a.  Compatibility with user requirements of all Engineering Change Proposals (ECP) and Program Manager (PM) System trade-off proposals.

    b.  That Qualitative, Quantitative, Personnel Requirements Information (QQPRI), Basis of Issue Plans (BOIP), and Table of Organization and Equipment (TOE) actions are accomplished as prescribed by regulations (DCD).

    c.  That reports on the progress of the systems and support documentation are provided as required, that periodic status 

reports as required by charter are provided, and that proponent Center Commander and Commander, TRADOC, are notified when it appears that any approved program threshold has been breached.

    d.  That training resource planning, (i.e., Training Support Package) is initiated early enough to support follow-up actions and promulgated in the “Training Sub-System” (RDOT).

    e.  Development of training standardization for the new system (RDOT).

    f.  That a System MANPRINT Management Plan (SMMP) is developed and on file (DCD).

4.  Coordinates:

    a.  With the Directors, DCD/RDOT/Office Chief of Signal (OCOS) concerning overall operational/organizational concepts, MANPRINT, doctrine, and software developments.

    b.  With DCD, TRADOC Program Integration Office (TPIO)- Army Battle Command Systems (ABCS), Battlefield Functional Areas (BFA), TSMs, Program Executive Office Command, Control, and Communication Systems (PEO C3S), and Program Evaluation Office Standard Army Management Information Systems (PEO STAMIS), for system integration to ensure compatibility and interoperability to satisfy the overall tactical communications-electronics requirements.

    c.  With the PM to assure the timely transfer of MANPRINT, technical, operational, and maintenance knowledge of hardware and software to the training developers.

    d.  With DCD to assure the timely transfer of conceptual and system interoperability knowledge to the training developers and to ensure development of a Systems MANPRINT Management Plan (SMMP).

    e.  With RDOT/OCOS for making MANPRINT and Military Occupational Specialty (MOS) determinations, Skill Performance Aids (SPA) program (formerly Integrated Technical Documentation Training), Individual Collective Training Plan (ICTP) and course design.

    f.  The preparation and/or revision of appropriate material requirements documents, training, personnel, logistics development, and SMMP plans.

    g.  With RDOT for determination of the need for and preparation or revision of Field Manuals (FMs) and other doctrinal publications.

    h.  The preparation of operational test issues and test criteria.

    i.  U.S. Army Signal Center and Fort Gordon (USASC&FG) input to Outline Test Plans (OTP) and Test Support Package (TSP).

    j.  With USASC&FG directorates and program managers for the development of manpower and resource forecasts for the budget and other planning actions.

    k.  User evaluations of all test incident reports (TIR) and subsequent proposals for changes to the system and their relative priorities.

    l.  Contractual actions of the PM to ensure compatibility with user requirements with emphasis on MANPRINT.

    m.  With DCD to provide input to the TRADOC priorities review (TPR).

    n.  With the PM to develop Integrated Logistics Support (ILS).

    o.  With the Operational Test and Evaluation Command (OPTEC), or any other operational test agency concerning operational testing services.

5.  Acts as the primary user interface with the system PMs.

6.  Acts as the primary user representative in studies, evaluations, and other efforts to support development of the systems.

7.  Defends, as appropriate, system requirements at all levels of DOD and Congress as directed.

8.  Acts as Chairperson or Co-chairperson of all established systems TRADOC/U. S. Army Materiel Command Joint Working Groups (JWG).

9.  Prepares and presents the USAFC&FG position for the TRADOC Materiel Evaluation Committee (TMEC) and Requirements Review Committee.  Prepares and presents the TRADOC position for In-Process Reviews (IPR), DA Program Reviews (DAPR), Army System Acquisition Review Council (ASARC), and Defense System Acquisition Review Council (DSARC) to the chain of command as requested.

10.  Assists the AMC PM, in coordination with USASC&FG during development of procurement programs for Army Materiel Plan reviews, Development Concept Paper, Research Development Acquisition Council and Program Objective Memorandum (POM) actions.

11.  Is the focal point for points of contact, reference material, or any other information required pertaining to the specific systems which they manage. 

NOT USED



15TH REGIMENTAL SIGNAL BRIGADE

MISSION

Provides command and administrative control, to include logistical support to all assigned and attached Initial Entry Training (IET), Advance Individual Training (AIT), and permanent party personnel; provides final soldierization training for IET personnel and required training to AIT and cadre personnel; performs TRADOC and Fort Gordon tasks as assigned.

FUNCTIONS
Brigade Commander
Commands, controls and coordinates administrative and logistical support to all military personnel assigned or attached to the brigade.

S1/Adjutant
1.  Advises the Brigade Commander and staff on necessary matters pertaining to S1 functions.

2.  Coordinates military personnel operations for the brigade; reviews, processes and makes recommendations on military personnel actions.

3.  Provides and coordinates administrative services support to the brigade personnel.

4.  Administers forms control and records administration program within the brigade.

5.  Coordinates preparation and processing of correspondence, records, reports, and other orders.

6.  Maintains duty rosters.

7.  Coordinates the brigade reenlistment program.

8.  Conducts the brigade equal opportunity and race relations program.

9.  Supervises the brigade postal and mail operations.

10.  Conducts the brigade safety program.

11.  Supervises athletic and recreational activities; supervises and maintains recreational facilities.

12.  Maintains regulations, directives, and files libraries.

13.  Manages the brigade history file.

14.  Manages the brigade awards program for military personnel.

15.  Coordinates and reviews the preparation of replies to congressional, special interest, or similar related inquiries.

16.  Coordinates and supervises legal administrative support within the brigade.

17.  Supervises and coordinates military personnel strength accounting operations, to include collection of statistical data.

18.  Track and monitor administrative student attrition.

19.  Provides input to Training Readiness Review.

S2/S3
1.  Advises the Brigade Commander and staff on training matters, projects and directives pertaining to S2/S3 operations.

2.  Plans, supervises, and inspects permanent party and students soldierization training, Common Tasks and Phase Training.

3.  Coordinates and monitors Common Task Testing (CTT) for all permanent party personnel.

4.  Monitors diagnostic and remedial physical training.

5.  Schedules, monitors, and provides limited maintenance of the confidence and obstacle courses.

6.  Processes permanent party school quotas and allocations.

7.  Prepares and submit brigade’s input for the peacetime and mobilization tables of distribution and allowances (TDAs).

8.  Serves as point of contact for manpower functions, surveys, and schedules.

9.  Prepares and submits brigade’s input to command operating budget (COB).

10.  Collects, computes and analyzes data pertaining to training in the brigade.

11.  Coordinates the brigade’s input to Manual of Organization, Mission, and Functions.

12.  Coordinates and conducts parades, reviews, and other ceremonies.

13.  Provides and coordinates details required by post.

14.  Monitors student out-processing.

15.  Provides staff supervision on matters pertaining to physical security; performs physical security, crime prevention, and key control inspections.

16.  Coordinates and implements the Command Inspection Program (CIP) for the brigade.

17.  Provides logistical support to the Center Guard Force.

18.  Implements security intelligence plans and policies.

19.  Coordinates Monthly Review and Analysis Program for the brigade.

20.  Manages the brigade awards program for assigned civilian personnel.

21.  Coordinates civilian training for the brigade.

22.  Coordinates all civilian personnel actions for the brigade.

23.  Provide Automation acquisition for the brigade.

24.  Provide Automation assistance to the battalions.

25.  Provide Security Information Management.

26.  Maintains safe keeping of classified documents.

27.  Maintains Security Clearance information.

28.  Maintains the Brigade Internet Web Page.

S4
1.  Coordinates the logistical support and services to units of the brigade.

2.  Develops internal supply procedures and conducts periodic inspections of brigade activities; supervises command supply discipline program; processes actions on lost, damaged or destroyed property.

3.  Monitors equipment maintenance status to include weapons, protective masks, field mess equipment, facilities and vehicles.

4.  Coordinates with USASC&FG activities for necessary maintenance support.

5.  Plans and coordinates transportation and vehicle requirements.   
6.  Coordinates the acquisition, allocation and utilization of buildings and facilities within the brigade.

7.  Initiates requests for new construction, maintenance and/or renovation of facilities, and monitors the self-help program.

8.  Requisitions and monitors the use of ammunition used in weapons firing exercise.

9.  Monitors expenditures of self-services supply accounts; submit feeder information on status of self-service supply credits.

10.  Administers the following programs for the brigade:

     a.  Fire protection and prevention.

     b.  Utilities conservation.

     c.  Equipment maintenance.

     d.  Supply discipline.

     e.  Energy conservation.

Battalions
Commands, controls and coordinates administrative and logistical support to all military personnel assigned and attached to the battalion.

Personnel Administrative Centers (S1)
Provides personnel and administrative services for the battalion.

Supply Administrative Centers (S4)
1.  Provides supply and logistical services for the battalion.

2.  Maintains battalion hand receipt for non-expendable and expendable durable equipment.

3.  Monitors the management of property issued to battalion sub-hand receipts.

Companies
1.  Performs command and control functions for assigned and/or attached personnel.

2.  Provides soldierization, physical and professional training for assigned and/or attached personnel.   

NOT USED



TRAINING DEPARTMENTS

Regimental Communications/Area Communications Department (RC/ACD)

Regimental Communications/Transmission Systems Department (RC/TSD)







MISSION

To train soldiers in specific Military Occupational Specialties (MOS) to perform selected critical tasks to a degree that permits full performance at required skill levels.  To manage the training for all inter-service programs and international soldiers attending a variety of courses at Fort Gordon.  To plan, design, develop and conduct proponent MOS army-wide training for both active and reserve components.  To design, develop, approve and conduct individual training programs.  To manage the operational, administrative and logistical functions associated with such training.

Office of the Director
1.  Advises the Commandant and Regimental Directorate of Training (RDOT) on matters of training and training development pertaining to the training programs for which the department is proponent.  

2.  Oversees and manages the performance of resident instruction and related task and training analysis, and the design, development, validation and approval of individual training programs, training support materials and soldier training products.  

3.  Plans, directs, controls, coordinates, and manages all activities of the department; provides supervision to subordinate elements.

4.  Plans, programs, manages and allocates resources based on training requirements, priorities and Directorate of Resource Management (DRM) guidance; supports internal control program.

5.  Provides subject matter experts, facilities and equipment support to Regimental Noncommissioned Officer Academy (RNCOA) and Regimental Officer Academy (ROA).

6.  Directs, maintains command and control, and budgetary control of Informational Programs (IP) for Foreign Military Sales (FMS) and International Military Education and Training (IMET) program.

7.  Provides assistance to U.S. Army Reserve (USAR), National Guard (NG) and inter-service training programs in regards to proponent training programs; supports the Total Army Training System (TATS).   

Training Support Division
1.  Directs and manages the Systems Approach to Training (SAT) process and operations, logistics, administrative and communications security (COMSEC) functions for the department.

2.  Provides guidance and supervision to training divisions in the analysis, design, development and validation of individual training material and during the conduct of MOS/SC studies.

3.  Tasks, coordinates, monitors and reviews training division’s input for submission as department elements of the Training Development Workload Planner (TDWP); Planning, Programming, Budgeting and Execution System (PPBES); Structure Manning Decision Review (SMDR); Life Cycle System Management Model (LCSMM)and Table of Distribution and Allowances (TDA) processes.  Controls and maintains audit trail documents.

4.  Plans, directs, controls, coordinates, and manages all subordinate elements of TSD, including the International Military Training Detachment (IMTD) and military liaison for contractor conducted training.  

5.  Advises the department director on proponent training programs, the international training program, training development, training support, operation, administration, logistics, physical security, and communications security (COMSEC)/cryptographic (CRYPTO) matters; includes status of and military liaison actions between the contractor and student battalions. 

6.  Manages the Soldier Training Publications (STP) development process for the department.

7.  Verifies, records and maintains an audit trail of the following department approved products:

    a.  Training Requirements Analysis System (TRAS) documents.

    b.  Learning analysis and design.

    c.  AR 611-201 actions.

    d.  Media selection/media needs statement.

    e.  Training support materials.

    f.  New equipment training (NET) packages and factory/instructor key personnel (IKP) training packages.

8.  Recommends approval of the Critical Task/Site Selection Board (CTSSB) results.

9.  Coordinates, staffs, manages and recommends approval of proponent MOS reviews conducted on the following Training Support Center (TSC) products:

    a.  Army Correspondence Course Program (ACCP).

    b.  Computer Based and Computer Assisted Instruction (CBI/CAI).

    c.  Automated Instructional Management System (AIMS).

    d.  Extension Training Material (ETM). 

    e.  Training Aids, Devices, Simulations and Simulators (TADSS).

    f.  Television Video Training (TVT).

    g.  Video Teletraining (VTT).

    h.  Electronic Information Delivery System (EIDS).

10.  Recommends approval of resident training class schedules, TDA equipment authorization changes, facility work requests [Military Construction, Army (MCA) and Minor MCA (MMCA) projects] and procurement actions.

11.  Conducts the department’s program to analyze general efficiency and effectiveness of training and training support.  

12.  Represents the department on school-wide committees conducting studies on:

    a.  training and training development.

    b.  issues related to operations, administration and logistics.

13.  Implements safety, security, crime prevention, threat, OPSEC, environmental, procurement, and internal control programs for the department.

14.  Prepares and manages proponent training mobilization plans and requirements.

15.  Provides information management and control.  Develops future information management plans and requirements.

16.  Manages staff and faculty training in cooperation with RDOT;  includes Instructor Training  Course (ITC), Systems Approach to Training (SAT), Office of Personnel and Management (OPM) sponsored courses, and vendor provided training.  

17.  Manages the TRADOC Status Report (TSR) for department.

18.  Manages department’s annual Historical Report.

Administrative Branch
1.  Provides administrative support for the department to include:  forms, publications, records management, mail control and dispatch, and the processing and receiving of all outgoing and incoming correspondence.

2.  Prepares, edits and final types all correspondence for the department.

3.  Maintains department’s files to include Memorandums of Instruction (MOI), policy memorandums, and Standing Operating Procedures (SOP).

4.  Coordinates the department’s mail control program.

5.  Consolidates requirements, requisitions publications (regulations, technical manuals, etc.) and distributes.

6.  Edits and proofs training material input via electronic media by training divisions, prints and returns final paperbase product to the training division and downloads data of final copy to the department server.

7.  Coordinates, prepares and processes temporary duty (TDY) requests; maintains TDY audit trail; submits reports to the department director.

8.  Performs quality control and processes Department NCOERs and Awards.

Operations Branch
1.  Plans, programs, coordinates, reviews, and manages programs and projects common to all divisions within the department, to include:

    a.  Structure Manning Decision Review (SMDR).

    b.  Training Development Workload Planner (TDWP).

    c.  Training Requirements Analysis System (TRAS).

    d.  Life Cycle System Management Model (LCSMM).

    e.  Planning, Programming, Budgeting and Execution Systems (PPBES).

    f.  Systems MANPRINT Management Plan (SMMP).

    g.  Table of Distribution and Allowances (TDA).

    h.  Training Support Center (TSC) products.

2.  Maintains and monitors training development audit trail.

3.  Manages the validation of training and training products developed within the department.

4.  Coordinates, assists and performs analysis of training resource requirements in concert with training divisions and RDOT; develops department resource requirements (includes equipment, facilities, personnel, training simulators/devices, non-developmental items, ammunition, and funding).

5.  Develops and revises MOI, policy memorandums, and SOP related to training, training development, training management and conduct of training. 

6.  Advises the department director and prepares the department’s SMDR, TDA, Command Operating Budget (COB), Unfinanced Requirements (UFR) and Budget Execution Requests (BER) submissions.

7.  Implements the Total Army Training System (TATS) and maintains training support documentation in concert with training divisions and RDOT.

8.  Monitors and analyzes statistical data pertaining to training effectiveness, test results, attrition data, absenteeism, and validation data.  Develops alternatives and provides workable solutions to training, training development and training management problems.

9.  Manages Displaced Equipment Training (DET) teams, Mobile Training Teams (MTT) and Doctrine and Tactical Training (DTT) teams.

10.  Manages and coordinates the Information System (IS), to include:

    a.  Designs, implements and maintains department automation architecture.  Architecture includes both hardware and software, as well as, automation information systems security and administration of systems and networks.

    b.  Assists end users with the integration of new/updated software applications.

    c.  Researches and procures hardware and software required to support the department’s automation architecture.

11.  Manages and controls all security matters required for classified material including COMSEC/CRYPTO training programs, facilities and secure devices, to include:

    a.  Plans, develops and implements COMSEC accounting procedures for the department.

    b.  Accounts for all COMSEC items sub-hand receipts to department and other organizations.

    c.  Interprets National Security Agency (NSA) directives and advises the department director on impacts of these directives in relation to the training mission and resources.

    d.  Prepares emergency plans for evacuation, destruction, relocation or other disposition of COMSEC documents, equipment and material.

    e.  Conducts and supervises COMSEC inspections to enforce compliance with COMSEC regulations and directives.

12.  Recommends training programs to improve technical expertise of staff and faculty members.  Maintains and improves the technical and professional proficiency of the department’s staff and faculty members with the cooperation of RDOT.

13.  Reviews and evaluates cardholder’s use of IMPAC credit cards.  Reports results of evaluation to department director.

14.  Maintains historical files and creates the Annual Historical Report.

15.  Manages and coordinates Unit Manning Report (UMR).

16.  Reviews, revises, develops, maintains and staffs all AR 611-201 actions.

Supply Branch
1.  Requisitions, stores and issues support equipment and materials for the department in compliance with regulations, directives and authorization documents; maintains audit trail.

2.  Coordinates acquisition, distribution and use of supplies, communications, communications support and COMSEC equipment and  the logistical services supporting academic training.

3.  Conducts periodic inventories ensuring compliance with all directives for correct disposition of supplies and equipment within the department.

4.  Maintains property accountability within the department.

5.  Provides feeder information for equipment authorization documents and budget requirements.

6.  Provides day-to-day status of funds obligated for supplies and equipment to the director.

7.  Provides representation to logistics and maintenance management committees.

8.  Provides pick-up and delivery service for equipment and training material both to and from logistics and maintenance support agencies and the training divisions.

9.  Reviews credit card purchases for accountable items and advises courses of action and/or offers recommendations to the department director.

International Military Training Detachment (IMTD)
1.  Coordinates all activities in the International Military Security Assistance Training Program and the Informational Program (IP) for international military students.

2.  Implements and directs Department of Defense (DOD), U.S. Army and USASC&FG policies and procedures for the management and control of international military students at USASC&FG.

3.  Acts as primary advisor to the Commanding General of USASC&FG on all matters pertaining to allied student training management, programming, training loads, training project development for International Military Education and Training (IMET) and International Military Sales (FMS) programs, to include requirements for special training programs/materials unique to the various technical training needs of the individual student or special projects requested by the DOD or other outside agencies.

4.  Analyzes training programs, plans and policies of higher headquarters, as reflected in regulations and correspondence to determine the impact on USASC&FG and/or International Student Support Office.

5.  Advises courses of action and/or offers recommendations to the USASC&FG staff and faculty in dealing with international military students involving academic, language, cultural, religious or other sensitive areas.  Monitors individual student academic programs and progress on a continual basis and presents recommendations for improvement.

6.  Conducts a community relations program utilizing local civic organizations and educational institutions.  Plans social activities for the international military students to include civilian and military dignitaries that will provide a better understanding of the U.S. society.

7.  Provides all administrative and logistical support to the international military students at USASC&FG.  Plans, coordinates and supervises arrival/departure of the students and necessary processing procedures.

8.  Develops and supervises, in accordance with (IAW) DOD directives, the conduct of a 2-week procures orientation program for those students in the U.S. for the first time.

Training Divisions
1.  Conducts training of specific MOS on selected critical tasks. 

2.  Plans, designs, develops, schedules and conducts MOS training in both active and reserve component.

3.  Manages training for inter-service programs and international soldiers attending respective courses.

4.  Designs, develops, and conducts individual training program, with all supporting documentation to include training schedules and training support materials.

5.  Manages administrative and supply functions associated with the division.

6.  Monitors, reviews and evaluates training and training development products by contractor services to ensure compliance of contract requirements.

7.  Develops and proposes AR 611-201 actions.

8.  Establishes and maintains audit trails and record files of all training development products and training materials.  

9.  Performs task and job analysis.

10.  Schedules and conducts critical task and site selection boards. 

11.  Evaluates and/or provides input to TADSS, ARTEP-MTP, TRAS documents, ARPRINT, class schedules, technical publications, new equipment publications, LSAR training data, STRAP, IKP training packages, new equipment test plans, SOW, civilian contracts and training regulations.

12.  Conducts test player training, DTT, DET and mobile training.

13.  Provides inputs to LCSMM documents, PPBES, SMDR, TDWP and TDA.

14.  Prepares and conducts internal TSR brief to director.




.

15.  Implements Program of Instruction (POI) as directed by TRADOC.

16.  Performs academic counseling of resident students and prepares the Academic Efficiency Report and grade cards.

17.  Recommends graduation, reclassification or relief of students.

18.  Identifies requirements for TADSS, equipment, training areas, facilities and personnel required to support POI.

19.
 Provides instruction support for NETT, DTT, MTT and DET when required.

20.  Coordinates instructor development programs and maintain instructor qualification files.  Recommend personnel (both civilian and military) for Staff and Faculty training (ITC/SAT/OPM).

21.  Signs and maintains custodianship of training buildings.  Prepares facilities engineer work order requests.  Operates and maintains instructional facilities by performing required maintenance, fire prevention, security, police and safety functions.

22.  Recommends to brigade approval of individual accelerated training.

23.  Serves as advisor to director for training and development of assigned MOS.

24.  Provides subject matter expert (SME) for Joint Optical Information Network (JOIN) projects.

25. Requisitions, stores and issues materials used in support of training, applying internal control procedures.

26. Operates Automated Instructional Management Systems (AIMS) terminals to input student data and to retrieve student information and resource information.

27. Supports department Information Management program.

UNITED STATES ARMY DETACHMENT AT SHEPPARD AIR FORCE BASE, TEXAS
MISSION

1.  Provide training for Wire System Installers (31L) active Army, Army Reserve, and National Guard personnel.

2.  Training is supported by one Noncommissioned Officer (NCO) instructor at the Antenna Course (F2) and one NCO at the Cable Splicing Course (F6).

3.  Coordinates with Headquarters and Company A (HQ&Co A), 447th Signal Battalion on all administrative, Uniformed Code of Military Justice (UCMJ) and other unit matters.

    BATTLE COMMAND BATTLE LAB (GORDON)

MISSION

The Battle Command Battle Lab (Gordon) is one of a triad of laboratory elements at Fort Leavenworth, Fort Gordon, and Fort Huachuca.  The Fort Gordon Element is responsible for the means of battle command and friendly elements of information operations.  The Lab’s responsibility is to develop and leverage technologies that enhance the Army’s ability to practice the art and science of battle command and to seek solutions to information warfare requirements determined by the Director, Battle Command Battle Lab.  This responsibility encompasses all related combat and force development efforts required to enhance the Army’s capabilities, operational effectiveness and achievement of a delta of effectiveness in information warfare over potential adversaries.  The Lab’s efforts are specifically focused on developing robust command capabilities for commanders on the move; optimizing space-based systems for battle command and information operations; improving and streamlining C2 and communications interoperability with joint and coalition forces; optimizing broadcast technology to enable units to receive critical, time--sensitive information; optimizing CSS battlefield automation and communications support; influencing DOD technology base and to align research and development (R&D) effort to user requirements and concepts; and influencing industry independent R&D, leveraging commercial and dual-use technology to the maximum extent possible.

FUNCTIONS

Integration & Evaluation Division (IED)

1.  Plans and executes integrated user assessments, in the user’s operational environment for the significant technologies that result from the Battle Lab program.

2.  Establishes and maintains liaison with field units, other TRADOC Battle Labs, and supporting agencies to identify needs, work solutions and/or seek assistance.

3.  Develops and acquires the tools, models, data bases and environments required to realistically represent and simulate command, control, communications and computers (C4) in simulations.

4.  Develops the ability to rapidly develop models of emerging C4 systems and technologies for evaluating the effect of new systems and technologies on Army legacy systems.

5.  Plans for the development of modeling and simulation efforts in support of the training departments at the U.S. Army Signal Center.

6.  Provides support to Lab operations, encompassing clerical support, personnel administration, intelligence and security assistance, operations scheduling, and logistical support.

7.  Provides formation automation support including stand-alone personal computer (PC) and local area network (LAN) development, maintenance and administration.

8.  Coordinates internal and external support requirements, including personnel, equipment and funding.

Technology Assessment Division (TAD)
1.  Identifies and develops concepts and technologies that will enhance battle command information systems across all battlefield dynamic areas and echelons.

2.  Designs and executes experiments for the horizontal and vertical integration of enhanced battle command information systems across all battlefield dynamic areas and echelons.

3.  Support other battle labs and proponents with solutions for battle command information systems and other battlefield automated systems.

4.  Conducts direct coordination and information exchanges with industry, academia, the national labs, Army major commands (MACOMs) and other DOD agencies in the search for technologies and advanced concepts which have potential to enhance battle command information systems.

SIGNAL CENTER LIAISON OFFICER

MISSION

Serves as the Signal Center Liaison Officer (LNO) in France to facilitate Department of Defense (DOD) directives emphasizing Joint/Combined operations.  Promotes the exchange of information between both Armies in the areas of doctrine, training, equipment, combat developments, and the MSE/RITA system.  Serves as advisor to French commanders and staff on all matters involving the U.S. Army Signal Center, U.S. Army Training and Doctrine Command (TRADOC), and the U.S. Army.  Assists in the organization and execution of all actions, visits and training exchanges by French and U.S. authorities.
NOT USED



DIRECTORATE OF COMBAT DEVELOPMENTS

MISSION

Performs combat developments for tactical and strategic  communications/automation systems.  Represents the user in the development, production and fielding of emerging communications and automation systems and organizations.  Formulates and develops signal support concepts, doctrine, organizations/force structure, material requirements, and modeling analysis in support of Army and Joint C4I requirements.  Ensures that integrated logistics support, MANPRINT, software and threat support are addressed throughout the life cycle of signal systems.  Interfaces with combat, materiel, training, and testing development activities.  Keeps abreast of technological developments and participates in Battle Lab and Army Warfigher Experiments.  Represents the proponent on Army/Defense Science Boards and other panels throughout the signal community.  Provides signal support assistance to all U.S. Army Training and Doctrine Command (TRADOC) schools, the Army, Joint Services, and Allied Services.  Responsible to the commander and staff on all aspects pertaining to intelligence, threat support, and Sensitive Compartmented Information (SCI).






FUNCTIONS

Office of Director
1.  Represents the Commanding General on all Combat Developments activities.

2.  Serves as Program Director and principle advisor to the

commander for signal force structure and combat development actions.

3.  Directs and supervises the operation of subordinate elements.

4.  Ensures that organizational and operational requirements are integrated into DTLOMS domains.

5.  Conducts routine validation of products and processes for which it is the proponent.

6.  Conducts evaluations throughout the life cycle to ensure goals are achieved.

7.  Advises the commander and staff on the state of the art technology. Interfaces with the technological community on technological proposals and information exchanges.

8.  Represents the proponent on scientific boards/panels and serves as a member of multiservice working groups.

9.  Participates in technical forums/panels at higher headquarters and other organizations.  Represents the Signal Center on Department of the Army (DA)/TRADOC integrated concept teams established to address requirements and other combat developments matters.

Program Management Office

1.  Manages and supervises administrative, logistics, and personnel services of the directorate.  Serves as the initial Directorate of Combat Developments (DCD) point of contact for all program actions.  Refers correspondence or inquiries to the responsible agency for resolution of issues and coordination of responses.  Assigns taskings of projects within DCD and monitors completion of these assignments to ensure necessary and effective coordination is achieved among DCD elements and all other agencies.

2.  Conducts all administration functions for the directorate to include correspondence preparation, filing, distribution, processing of awards (military and civilian), assigning equipment and personnel support taskings, preparing military and civilian rating schemes, processing temporary duty (TDY) orders to include transportation of orders, liaison with the company headquarters for military personnel actions, suspense tracking and maintenance of classified documents.

3.  Maintains the DCD equipment hand receipt and requisitions, stores, and issues supplies to support the directorate.

4.  Coordinates training for the directorate.

5.  Provides management information to the Director in the form of records, reports, and briefings as required.  Operates and maintains a local area computer network.  Provides local area network (LAN) administrative support for end users in DCD and other organizations in Signal Towers. 

6.  Responsible for procuring, installing and administering the LAN.

7.  Prepares and updates LAN management procedures.

8.  Provides help and assistance throughout DCD as required to include preparation of special detailed charts.

9.  Coordinates the incorporation of DCD administrative procedures into the LAN.

10.  Initiates automation acquisition requests (PR&Cs).

11.  Provides desktop operation and administration.

12.  Supports peers in end-user branches.

13.  Provides end-user support for help desk, network and systems management to include adds, moves and changes to network specifications.

14.  Oversees Signal Towers servers operation.

15.  Coordinates systems maintenance and upgrades.

16.  Manages wiring and communication within Signal Towers.

17.  Maintains desktop hardware and software.

18.  Coordinates the setup and operation of workgroup servers and printers.

19.  Ensures systems efficiency through development and management tools.

20.  Prepares the DCD planning calendar, COMSAR, historical reports and monitors internal and external suggestion program.  Schedules and prepares briefings and meetings as required.

21.  Manages the DCD manpower program to include TDA updates, manpower surveys and organizational realignments for new missions between DCD elements, TSMs, OCOS and LNOs.

22.  Coordinates with the director of resource management on all matters of financial management and advises the DCD and divisions on budget management.  

23.  Inputs TDY travel order requests for the directorate.  Processes civilian attendance and time cards for directorate and Battle Lab.

Architecture Division 
1.  Manages and supervises the overall activities of subordinate branches, resolves personnel management problems, provides guidance for project management, and submits annual division and budget training requirements. 

2.  Performs analysis on current and long term communications architectures and systems using computer modeling techniques. 

3.  Represents Signal Center on communications architectures in support of emerging warfighting requirements.

4.  Serves as the Signal Center focal point for all actions related to proponent and non-proponent architectures, C4RDP, simulations, and modeling.

5.  Represents Signal Center in force integration programs and the development of communications requirement data bases. 

6.  Performs duties as TRADOC’s Executive Agent for the Command, Control, Communications and Computer (C4) Requirements Definition Program (C4RDP).

7.  Acts as technical point of contact for DCD contractor support management.

8.  Serves as the Signal Center focal point for all actions related to proponent/non-proponent force integration, architectures, modeling/simulation, and C4RDP matters.

C4RDP Branch
1.  Provides the definition of C4RDP SS requirements in the categories of general systems improvements, standards, data validation, system administration, reports, graphics, operational facility (OPFAC) process, and analysis support.

2.  Analyzes the C4RDP, describes its activities, identifies the related improvements required to enhance the C4RDP SS capabilities, and establish a technical reference that the Army can use to evolve the system and facilitate its maintenance.  Assists the Army in complying with new policies, concepts and doctrine, and the related analytical methodology requirements.

3.  Provides leaders with the information they need to effectively manage systems, combat developers with a means of describing their requirements, and materiel developers with the technical detailed information they need to design the systems.

4.  Provides set of standards, goals, procedures, and processes that the combat development community uses to establish and document approved C4 requirements (information exchange requirements (IERs) for wartime automated systems (WAS)) and voice and communication and computer requirements for OPFACS.

5.  Establishes a current master database of the Army’s official C4 requirements.

6.  Provides the means for maintaining and electronically disseminating those official requirements to all qualified government organizations, services and/or agencies.

7.  Supports the requirements identification process that complements the transition from the forward deployed Army to the force projection doctrine, and examines the full spectrum of operations from war to operations other than war.  

Modeling and Simulation (M&S) Branch
1.  Performs analyses under computer based models and simulators in the design, engineering and evaluation of communications-electronics (C-E) systems.

2.  Provides analysis of Communications Systems in accordance with (IAW) scenarios, special force structure, proposed architectures, new technology, and distribution schemes.  Prepares reports on analytic results.

3.  Maintains awareness of and participates in Signal Center M&S development.

4.  Provides expertise to the Army agencies involved in communications modeling and simulation in the areas of traffic loading, doctrinal equipment distribution and common user communications support of the battlefield.

5.  Develops or directs the development of software for operational communications M&S.  Ensures compliance with Army policy and regulations such as high level architecture (HLA), Army Modeling and Simulation Plan and Army Enterprise Strategy.

6.  Provides automation and M&S expertise for DCD.  Conducts abbreviated analysis for automation equipment.

7.  Designs M&S experiments based on the analysis goal.  Prepares M&S plan and constructs the model in the computer.  Runs the experiment, gathers the data and determines the reality of the model design.

8.  Develops tools to automate input and output data configuration,

manipulates large output data bases, and converts to data output tables.

Architecture Branch
1.  Develops information architectures to support future battlefields consistent with current and emerging Army and joint doctrine.  Information architectures will focus on providing signal support required throughout the strategic, operational, and tactical area of operations.

2.  Identifies the command, control, communications, computers, and intelligence (C4I) operational requirements for the warfighter and develops and proposes a communication architecture to provide a responsive and reliable network for the flow and transfer of information.  Defines and publishes all network protocol and data standards.

3.  Identifies deficiencies in information architectural designs and propose solutions that improve connectivity, network capacity, and network interoperability for Army, joint, combined and coalition operations to include sustaining base and installation requirements.

4.  Identifies and recommends existing and new technologies and system developments for integration into information architecture for future battlefields.

5.  Participates in and supports the development of informational architectures for the respective Battlefield Functional Areas (BFAs) and provides signal expertise to identify C4I requirements and capabilities needed to implement BFA architectures, i.e., fire support, air defense, intelligence, etc.

6.  Assesses joint, combined, and coalition information architecture requirements by external agencies, MACOMs, and allied sources and provides comments, recommendations and information to these initiatives.

7.  Provides signal expertise and support to the designated signal and non-signal TRADOC system managers on information architecture issues and problems relevant to their system area of responsibility.

8.  Reviews non-proponent information architectural concepts, doctrine, publications and briefings and provides comments and recommendations as appropriate.

9.  Conducts and participates in Signal Center, TRADOC, Army and joint services action officer working groups, special work groups, conferences, in-progress reviews (IPRs), process action teams (PATs), video teleconference relevant to Signal Center interest and responsibilities for information architecture initiatives, programs, and developments.  

10. Identifies and recommends studies, analysis, and concept initiatives to support information architecture requirements.

11. Provides proponent expertise and representation at HQDA, MACOM and joint service forums on information and C4I architectural objectives and programs as required.  Provides representation to allied and foreign programs and forums for information architectures as appropriate

Force Integration (FI) Branch
1.  Manages force integration (FI) functions, Force Design Update (FDU), and develops documentation in support of Signal Restructure Initiative (SRI), Functional Area Assessment (FAA), and other FI initiatives.

2.  Identifies, monitors, and sustains new or revised signal FI initiatives.

3.  Manages Force Integration functions for doctrine, equipment, organizations training and personnel.

4.  Participates in Proponent/Non-Proponent Functional Area Assessments.  Ensure that all Force Integration actions are identified and coordinated, assessed, and completed IAW stated requirements.

5.  Participates in higher headquarters and other force integration briefings, conferences, and meetings pertaining to force integration goals and programs.

6.  Provides the signal force structure for the Total Army Analysis (TAA) Program.

7.  Assists in determining the rules of allocation for signal units.

8.  Recommends priorities to DA on equipment distribution/ redistribution.

9.  Reviews TOEs, BOIPs, and QQPRIs developed by USACAC and USACASCOM and other specified commands.

10. Recommends scheduling of proponent TOE and BOIP development, revision or conversion.

11. Represents Signal Center at United States Army Force Management Support Agency (USAFMSA) review boards for organization documentation.

12. Reviews, identifies, develops, maintains the revision of Signal Operational Facility rules and recommends the revision of Command, Control, Communications, and Computer (C4) requirements for new and existing Signal force designs and TOEs.

13. Develops signal operational and organizational concepts for specific units based on signal force designs and requirements for all signal organizations.

14. Develops unit reference sheets (URS) for organizational and/or system concepts and forwards to Combined Arms Command (CAC) Force Design Directorate for the development of draft tables of organization and equipment (TOEs).

15.  Performs automation functions in support of organization documentation.

16.  Advises and assists MACOMs in MTOE development, reviews and comments on doctrinal publications and requirement documents.

Concepts and Doctrine Division 

1.  Manages and supervises the overall activities of subordinate branches, resolves personnel management problems, provides guidance for project management, and submits annual division and budget training requirements.  

2.  Represents Signal Center in development of concepts and doctrine in support of emerging warfighting requirements.

3.  Serves as the Signal Center focal point for all actions related to proponent and non-proponent concepts and doctrine.

4.  Serves as the focal point on all matters relating to intelligence and threat support to operational concepts, doctrine development, combat development, training, and training development for the Signal Center and all tenant TRADOC elements.

Concepts Branch
1.  Develops signal concepts statements and standard operations concepts in support of approved warfighting (overarching) and battle dynamic concepts IAW TRADOC Regulation 11-16.

2.  Develops signal non-standard (system/organizational) concepts for specific future materiel(s)/organization(s) required to conduct operations described in standard concepts IAW TRADOC Regulation 11-16.

3.  Reviews and participates in the development and implementation of warfighting (overarching) and battle dynamic concepts.  Identifies signal proponent roles and responsibilities and resource requirements to support new doctrinal concepts.  Review and recommend appropriate actions required to integrate effective signal support of standard concepts.  Signal support assessments consider joint, combined, and coalition operational requirements IAW current Army doctrine.

4.  Initiates signal non-standard concepts that provide for the development, implementation, and integration of new technologies, signal support systems, and signal force designs/organizations.

5.  Reviews non-proponent operational and non-standard concepts for signal support requirements, compatibility, and interoperability with existing or emerging signal concepts.  Provide signal support assessments to non-proponent developer on the supportability and feasibility of their concepts based on signal system programs, existing and new technologies.

6.  Coordinates with the Army Signal Command (ASC) in development and review of joint and Army information doctrine for employment of units in joint, combined, coalition, and special operations.

7.  Participates in Signal Center, TRADOC, Army and joint services working groups in the conduct of concepts and doctrine studies in the Information Mission Area (IMA) consisting of communications, automation, visual information, records management and printing and publishing.

8.  Reviews training development products to ensure compatibility and utility with new concepts.

9.  Provides proponent expertise to directorates at other TRADOC schools and centers on non-proponent analysis concepts, doctrinal, organizational, and materiel studies. Provides proponent expertise and representation at HQDA, MACOM, and joint service forums as required.  Provides representation to allied and foreign programs and forums.

10. Identifies and recommends as part of study efforts, analytical tools and techniques such as models, wargames, and simulations.

11. Provides signal expertise and support to designated TRADOC System Managers (TSMs).

12. Reviews proponent and non-proponent doctrinal publications for consistency with existing and emerging signal concepts and provides recommendations and comments as appropriate to maintain consistency with existing and emerging signal concepts and provides recommendations and comments as appropriate to maintain consistency and accuracy in Army doctrine and operational concepts.  Reviews joint publications and provides recommendations and comments relevant to the integration of Army signal doctrine in support of joint, combined, and coalition operations.

13. Act as the DCD’s representative to the user community to capture each Battlefield Functional Area’s (BFA’s) communication/information requirements.  These requirements, once identified, are disseminated throughout DCD as required.

14.  Develops the Signal Center position on radio spectrum management issues for all conventional emitters.

15.  Represents the command on scientific boards/panels and serves as a member of the quadripartite and multiservice and multnational ad hoc working groups.  Serves as consultant on rationalization, standardization, interoperability implementation issues.

Doctrine Branch
1.  Analyzes the impact of combat development actions and field initiatives to determine the doctrine integration requirements.

2.  Manages the doctrinal literature program for the Signal Center.

3.  Represents DCD and Signal Center at appropriate meetings/work groups concerning doctrinal matters, and doctrine and tactics training matters.

4.  Conducts and participates in special studies and Joint working groups pertaining to doctrine.  Interfaces as required with Signal Center community, TRADOC Center/Schools, MACOM, and other agencies to include Joint DOD services for tactical information, pertaining to Signal doctrinal literature and doctrine and tactics training.

5.  Develops policy and procedures as they relate to the integration and development of Joint doctrine.

6.  Ensures cohesion of Joint doctrine by coordinating with appropriate Air Force, Navy, Marine Corps, and other TRADOC centers and schools.

7.  Develops and writes doctrinal literature.

8.  Ensures constant coordination with agencies involved in authoring, reviewing, and producing doctrinal products.

9.  Maintains current development status on all proponent doctrinal products.

10. Ensures approved concepts are included in appropriate doctrine and training products.

11. Serves as government representative or Assistant Contracting Officer’s Representative (ACOR) for contractual doctrinal literature.

12. Coordinates with other TRADOC preparing agencies to ensure IMA “doctrinal linkup” in doctrinal literature development.

13. Staffs nonproponent literature for review of Signal implications. 

Threat Office
1.  Responsible to the commander and staff on all aspects pertaining to intelligence, threat support, and Sensitive Compartmented Information (SCI).

2.  Acts as the Signal Center Threat Manager and Senior Intelligence Officer (SIO).

3.  Serves as the authority and focal point on all matters relating to intelligence and threat support to operational concepts, doctrine development, combat development, training, and training development for the Signal Center and all tenant TRADOC elements.

4.  Establishes and maintains expert knowledge of current and projected threat weapons, equipment, organization, doctrine, and tactics.

5.  Reviews, updates, and submits annual Statement of Intelligence Interest (SII) and Defense Intelligence Agency (DIA) Recurring Documents List.

6.  Prepares and submits Intelligence Production Requirements (IPR) and Quick Reaction Requests (QRR) to fill gaps in intelligence and threat data.

7.  Coordinates with TRADOC, DIA, National Security Agency (NSA), INSCOM, National Ground Intelligence Center (NGIC), Central Intelligence Agency (CIA), and other federal intelligence agencies to ensure required intelligence and supporting products are obtained.

8.  Provides expertise, advice, and technical assistance to project officers in initial development of system packages.

9.  Develops threat portion of Mission Needs Statements (MNS) and Operational Requirements Documents (ORD).

10.  Develops System Threat Assessment Reports (STAR), System Threat Assessments (STA), and Threat Test Support Packages (TTSP).

11.  Ensures that only Department of the Army (DA) or DIA approved threat data is applied to any wargaming and modeling.

12.  Participates in the development of threat operational scenarios used in TRADOC studies.

13.  Provides quality control at threat and operational testing of Signal Center proponent systems.

14.  Provides threat information and intelligence to Battle Command Battle Lab (Gordon) and all TRADOC Systems Managers (TSM) at the Signal Center.

15.  Represents the Signal Center on Threat Integration Working Groups (TIWG) and Threat Coordinating Groups (TCG).

16.  Maintains an updated classified and unclassified intelligence and threat reference library.

17.  Maintains awareness of changing operational concepts, doctrine, equipment, training, and organizations throughout the U.S. Army.

18.  Researches, produces, and disseminates intelligence briefings/products to the Command Group, staff elements, and tenant units of the Signal Center on a continuous, recurring basis.

19.  Provides liaison and coordination with the 513th Military Intelligence (MI) Brigade and the GRSOC to ensure timely current intelligence is available for contingency planning.

20.  Prepares, publishes, and disseminates the command Black Book on a bi-weekly basis and any supplements as required.

21.  Ensures Special Security Office (SSO) Sensitive Compartmented Information (SCI) supports to the commander and staff.

22.  Provides current intelligence support to Reserve Components (RC). 

23.  Reviews and provides input to Lesson Plans (LP) and Programs of Instruction (POI) to ensure that foreign threats to Army systems are included and accurate.

24.  Monitors classroom instruction for validity of threat materials being presented to students.

25.  Reviews and provides input to doctrinal literature and publications to ensure that threats to the Army are portrayed accurately and include only information validated by DA/DIA.

26.  Reviews development of training devices (e.g., GTAs, TV tapes, films, etc.) to ensure threat content is accurate.

Materiel Requirements Division
1.  Manages and supervises combat development activities associated with improvement and acquisition of assigned Information Mission Area (IMA) materiel systems. Responsible for total program management of assigned systems and functional areas, including software, integrated logistics support, ancillary/support systems, MANPRINT, and information security.

2.  Performs TSM functions for systems not assigned to TRADOC System Managers (TSM).  Provides matrix support to TSMs, Battle Labs, and other organizations.

3.  Serves as the Signal Center focal point for all actions related to proponent/non-proponent materiel requirements and programs.

Switching and Networks Branch
1.  Performs combat developments functions listed below in support of acquisition and improvement of tactical and strategic switching and data communications systems; all components of the Army Common User System (ACUS) including Mobile Subscriber Equipment (MSE) and Tri-Services Tactical Communications (TRI-TAC) circuit switching, message switching and packet switching networks; and Multilevel Security (MLS).

2.  Integrates interfaces to the Army and joint tactical, strategic, sustaining base and commercial networks.  Develops and updates system configurations for employment of switching and related data communications systems in support of Army and joint operations at all echelons.

3.  Assesses and promulgates networking and network routing protocols and standards, gateway, router and bridge technology, international data standards (e.g., IEEE and CCITT), Government Open Systems Interconnection Profile (GOSIP) and Internet capabilities.

4.  Manages the Tactical Switching Telephone Numbering System (TSTNS) to include serving as Global Block Numbering Plan (GBNP) Manager, Global Pre-Affiliation List (PAL) Manager and Global Database Manager and Administrator.

5.  Manages the Tactical Packet Network (TPN) to include Tactical Name Service (TNS), Internet Protocol (IP) Addressing and Naming, and Network ID Management.

6.  Serves as a member of integrated concept/product teams and Army/Joint technical panels. 

7.  Serves as the Signal Center proponent for the Warfighting Lens Analysis (WFLA).  Maintains Army budget information for signal systems.  Manages LRRAMP.

8.  Develops and conducts worldwide staffing of requirements documentation.

9.  Chairs Integrated Concept Teams for requirements documents and defends documents to the TRADOC Requirements Review Committee (RRC).

10.  Serves as a member of Source Selection Evaluation Boards (SSEBs) and Special Task Forces (STFs) to assess materiel acquisition alternatives.

11.  Provides Life Cycle Management for proponent systems (hardware and software).  Keeps abreast of status, and participates in decisions on prioritization of systems for funding, testing and development of hardware/software, logistics and training.

12.  Develops Critical Operational Issues and Criteria (COICs) and Doctrinal and Organizational Test Support Packages (D&OTSPs) for operational tests.

13.  Provides input to Test and Evaluation Master Plans (TEMPs) and participates in Test Integration Working Groups (TIWGs) and Reliability, Availability, and Maintainability (RAM) Scoring Conferences.  Monitors and participates in operational and technical testing.

14.  Evaluates and develops SIGCEN position on implementation of hardware/software initiatives, product improvements and Engineering Change Proposals (ECPs).  Represents the user on Configuration Control Boards (CCBs).

15.  Develops Signal Center and proposed TRADOC position for Milestone Decision Reviews.

16.  Participates in program, design and milestone decision reviews of proponent systems.

17.  Coordinates with TRADOC activities, AMC, PEO/PMs, MACOMs and contractors on program matters and resolves issues.

18.  Develops new equipment distribution plans and assists other organizations in resolving fielding issues.

19.  Assists other organizations in developing tactical and strategic communications concepts, doctrine, organizations and materiel requirements.

20.  Conducts technical reviews and assessments of various documents related to requirements, acquisition, testing, integrated logistics support, training, equipment, software, manpower, organizations, doctrine and budget.

21.  Conducts studies to determine minimum essential user requirements for Information Mission Area (IMA) equipment.

22.  Conducts DA/TRADOC Working Group meetings to define system/network requirements and resolve issues.

23.  Coordinates Post Deployment Software Support (PDSS) requirements to sustain, modify and improve software on deployed systems.

24.  Validates software change requirements and determines software testing required to satisfy user concerns.

25.  Coordinates with users in the field and the Materiel Developer to address software requirements and resolve issues.

26.  Provides ILS for all assigned programs.

27.  Conducts analyses in support of operational maintenance doctrine, organizations and equipment for assigned programs and functional areas.

28.  Chairs and participates as a member of ILS Management Teams (ILSMTs) for proponent systems.

29.  Performs Logistics Support Analysis (LSA) tasks in coordination with the Materiel Developer.

30.  Coordinates and chairs MANPRINT Joint Working Groups (MJWGs) for assigned IMA systems.

31.  Develops Systems MANPRINT Management Plans (SMMPs) for assigned IMA systems.

32.  Provides MANPRINT input to requirements, training and testing documents.

33.  Develops Signal requirements for non-proponent programs such as vehicles, power generators, environmental control and nuclear, biological, and chemical (NBC) protection.

Automated Systems Integration Branch
1.  Performs combat development functions listed below in support of acquisition and improvement of:

    a.  Tactical automatic data processing equipment/systems and interfaces, Visual Information (VI) equipment/systems, reproduction equipment, data/protocol standardization, and Post Deployment Software Support (PDSS) management.

    b.  Network control and management systems, Army COMSEC Key Management, multilevel security, battlefield spectrum management, standard data elements, tactical communications information network, program and network integration, and other programs as assigned.

2.  Serves as the Signal Center focal point and provides oversight of software support/requirements, tool kits/sets, MANPRINT and Information Security.

3.  Develops and conducts worldwide staffing of requirements documentation.

4.  Chairs Joint Working Groups for requirements documents and defends documents to the TRADOC Requirements Review Committee.

5.  Serves as a member of Source Selection Evaluation Boards and Special Task Forces to assess materiel acquisition alternatives.

6.  Provides Life Cycle Management for proponent systems (hardware and software).  Keeps abreast of status for funding, testing and development of hardware/software, logistics, and training.

7.  Develops critical Operational Issues and Criteria (COIC) and Doctrinal and Organizational Test Support Packages (DOTSP) for operational tests.

8.  Provides input to Test and Evaluation Master Plans (TEMP) and participates in Test Integration Working Groups (TIWG) and TAM Scoring Conferences.  Monitors and participates in operational and technical testing.

9.  Evaluates and develops Signal Center position on implementation of hardware/software initiatives, product improvements, and engineering change proposals.  Represents user on configuration control boards.

10.  Develops Signal Center and proposed TRADOC position for Milestone Decision Reviews.

11.  Participates in program, design, and milestone decision reviews of proponent systems.

12.  Coordinates with TRADOC activities, AMC, PEOs, PMs, MACOMs, and contractors on program matters and resolves issues.

13.  Develops new equipment distribution plans and assists other organizations in resolving fielding issues.

14.  Assists other organizations in developing tactical communications concepts, doctrine, organizations and materiel requirements.

15.  Conducts technical reviews and assessments of various documents related to requirements, acquisition, testing ILS, training, equipment, software, manpower, organizations, doctrine, and budget.

16.  Conducts studies to determine minimum essential user requirements for IMA equipment.

17.  Conducts DA/TRADOC Working Group meetings to define system/network requirements and resolve issues.

18.  Coordinates post deployment software support to sustain, modify, and improve software on deployed systems.

19.  Validates software change requirements.

20.  Determines software testing required to satisfy user concerns.

21.  Coordinates with field and materiel developer to address software requirements and resolve issues.

22.  Provides Integrated Logistics Support for all assigned programs.  Develops Signal requirements for non-proponent programs including vehicles, power generators, environmental control, Nuclear, Biological, and Chemical (NBC) protection.  Serves as the Signal Center focal point and provides oversight of test and evaluation.

23.  Conducts analysis in support of operational maintenance doctrine, organizations and equipment for assigned programs and functional area.

24.  Chairs and participates as a member of ILS Management Teams (ILSMT).

25.  Performs logistics support analysis tasks in coordination with the materiel developer.

26.  Coordinates and chairs MANPRINT Joint Working Groups (MJWGs) for assigned IMA systems.

27.  Develops Systems MANPRINT Management Plans (SMMPs) for assigned IMA systems.

28.  Provides MANPRINT input to requirements, training and testing documents.

29.  Serves as the DCD focal point for technical integration and interoperability of all Battlefield Spectrum/COMSEC Key Management, and all information exchange aspects of C4 initiatives within TRADOC to include joint initiatives.

30.  Provides matrix support to TRADOC System Managers and Battle Labs.

31.  Provides technical support on equipment usage profiles and tactical wheeled vehicle studies.

32.  Develops automation programs/tools for management and synchronization of operational requirements and materiel programs.

33.  Conducts non-proponent actions and studies.  Ensures information requirements are integrated in all non-proponent actions.  Acts as the tool, sets, kits and outfits action office.  Focal point for materiel fielding plans.  MANPRINT point of contact.

Combat Communications Branch
1.  Performs combat development functions in support of acquisition and improvement of tactical single channel combat net radios, Line-of-Sight (LOS) multichannel radio and cable systems, satellite systems, tropospheric scatter radio systems, position location and data distribution systems, vehicular intercommunications systems, and other programs as assigned.

2.  Serves as the Signal Center focal point and provides oversight of Test and Evaluation and System Improvement Program (SIP) areas.

3.  Develops and conducts worldwide staffing of requirements documentation.

4.  Chairs Integrated Concept Teams for requirements documents and defends documents to the TRADOC Requirements Review Committee.

5.  Serves as a member of Source Selection Evaluation Boards and Special Task Forces to assess materiel acquisition alternatives.

6.  Provides Life Cycle Management for proponent systems (hardware and software).  Keeps abreast of status for funding, testing and development of hardware/software, logistics, and training.

7.  Develops critical Operational Issues and Criteria (COIC) and Doctrinal and Organizational Test Support Packages (DOTSP) for operational tests.

8.  Provides input to Test and Evaluation Master Plans (TEMP) and participates in Test Integration Working Groups (TIWG) and TAM Scoring Conferences.  Monitors operational and technical testing.

9.  Evaluates and develops Signal Center position on implementation of hardware/software initiatives, product improvements, and engineering change proposals.  Represents user on configuration control boards.

10.  Develops Signal Center and proposed TRADOC position for Milestone Decision Reviews.

11.  Participates in program, design, and milestone decision reviews of proponent systems.

12.  Coordinates with TRADOC activities, AMC, PEOs, PMs, MACOMs, and contractors on program matters and resolves issues.

13.  Develops new equipment distribution plans and assists other organizations in resolving fielding issues.

14.  Assists other organizations in developing tactical and strategic  communications concepts, doctrine, organizations and materiel requirements.

15.  Conducts technical reviews and assessments of various documents related to requirements, acquisition, testing ILS, training, equipment, software, manpower, organizations, doctrine, and budget.

16.  Conducts studies to determine minimum essential user requirements for IMA equipment.

17.  Conducts DA/TRADOC Working Group meetings to define system/network requirements and resolves issues.

18.  Coordinates post deployment software support to sustain, modify, and improve software on deployed systems.

19.  Validates software change requirements.

20.  Determines software testing required to satisfy user concerns.

21.  Coordinates with field and materiel developer to address software requirements and resolve issues.

22.  Provides Integrated Logistics Support for all assigned programs.  Develops Signal requirements for non-proponent programs including vehicles, power generators, environmental control, Nuclear, Biological, and Chemical (NBC) protection.

23.  Conducts analysis in support of operational maintenance doctrine, organizations and equipment for assigned programs and functional area.

24.  Chairs and participates as a member of ILS Management Teams (ILSMT).

25.  Performs logistics support analysis tasks in coordination with the materiel developer.

26.  Coordinates and chairs MANPRINT Joint Working Groups (MJWGs) for assigned IMA systems.

27.  Develops Systems MANPRINT Management Plans (SMMPs) for assigned IMA systems.

28.  Provides MANPRINT input to requirements, training and testing documents.

29.  Provides input to Outline Test Plans (OTPs) for review by the Test Schedule and Review Committee (TSARC).  Reviews OTPs for scheduling and resource impacts.

30.  Provides input for development of Basis of Issue Plans (BOIPs) and Tables of Organization and Equipment (TOEs).

31.  Provides expertise and analysis of communications requirements in the Command, Control, Communications, and Computers Requirements Determination Program (C4RDP).

32.  Participates in and supports special study groups of the Army Science Board.

33.  Provides input on funding priorities for major acquisition programs.  Provides detailed analysis of battlefield signal needs to the TRADOC Warfighting Lens Analysis (WFLA).

34.  Monitors satellite communications systems developed outside of the Army signal community. Assists in development of Signal Center strategy for incorporating new capabilities into established Army systems or to support them as independent systems.

Power Projection Branch
1.  Performs combat development activities associated with improvement and acquisition of strategic, sustaining base, and joint tactical programs. 

2.  Develops and conducts worldwide staffing of requirements documentation.

3.  Chairs Integrated Concept Teams for requirements documents and defends documents to the TRADOC Requirements Review Committee.

4.  Serves as a member of Source Selection Evaluation Boards and Special Task Forces to assess materiel acquisition alternatives.

5.  Provides Life Cycle Management for proponent systems (hardware and software).  Keeps abreast of status for funding, testing and development of hardware/software, logistics, and training.

6.  Develops critical Operational Issues and Criteria (COIC) and Doctrinal and Organizational Test Support Packages (DOTSP) for operational tests.

7.  Provides input to Test and Evaluation Master Plans (TEMP) and participates in Test Integration Working Groups (TIWG) and TAM Scoring Conferences.  Monitors operational and technical testing.

8.  Evaluates and develops Signal Center position on implementation of hardware/software initiatives, product improvements, and engineering change proposals.  Represents user on configuration control boards.

9.  Develops Signal Center and proposed TRADOC position for Milestone Decision Reviews.

10.  Participates in program, design, and milestone decision reviews of proponent systems.

11.  Coordinates with TRADOC activities, AMC, PEOs, PMs, MACOMs, and contractors on program matters and resolves issues.

12.  Develops new equipment distribution plans and assists other organizations in resolving fielding issues.

13.  Assists other organizations in developing tactical and strategic  communications concepts, doctrine, organizations and materiel requirements.

14.  Conducts technical reviews and assessments of various documents related to requirements, acquisition, testing ILS, training, equipment, software, manpower, organizations, doctrine, and budget.

15.  Conducts studies to determine minimum essential user requirements for IMA equipment.

16.  Conducts DA/TRADOC Working Group meetings to define system/network requirements and resolves issues.

17.  Coordinates post deployment software support to sustain, modify, and improve software on deployed systems.

18.  Validates software change requirements.

19.  Determines software testing required to satisfy user concerns.

20.  Coordinates with field and materiel developer to address software requirements and resolve issues.

21.  Provides Integrated Logistics Support for all assigned programs.  Develops Signal requirements for non-proponent programs including vehicles, power generators, environmental control, Nuclear, Biological, and Chemical (NBC) protection.

22.  Conducts analysis in support of operational maintenance doctrine, organizations and equipment for assigned programs and functional area.

23.  Chairs and participates as a member of ILS Management Teams (ILSMT).

24.  Performs logistics support analysis tasks in coordination with the materiel developer.

25.  Coordinates and chairs MANPRINT Joint Working Groups (MJWGs) for assigned IMA systems.

26. Develops Systems MANPRINT Management Plans (SMMPs) for assigned IMA systems.

27. Provides MANPRINT input to requirements, training and testing documents.

28. Provides input to Outline Test Plans (OTPs) for review by the Test Schedule and Review Committee (TSARC).  Reviews OTPs for scheduling and resource impacts.

29. Provides input for development of Basis of Issue Plans (BOIPs) and Tables of Organization and Equipment (TOEs).

30. Provides expertise and analysis of communications requirements in the Command, Control, Communications, and Computers Requirements Determination Program (C4RDP).

31. Participates in and supports special study groups of the Army Science Board.

32. Provides input on funding priorities for major acquisition programs.  Provides detailed analysis of battlefield signal needs to the TRADOC Warfighting Lens Analysis (WFLA).

33. Monitors and provides support for development of Defense Satellite Communications Systems.  

34.  Serves as the Signal Center focal point for all actions related to strategic/sustaining base and joint tactical communications.

35.  Identifies technical deficiencies/requirements for EAC tactical, strategic and sustaining base communications.  Reviews and participates in the development and implementation of communications/automation projects.

36.  Coordinates, consolidates, and provides input to all DISN operations and DISN leading edge services.
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REGIMENTAL DIRECTORATE OF TRAINING

MISSION

The Regimental Director of Training (RDOT) serves as principal advisor to the Commanding General and Staff on all matters pertaining to training.  Directs all training matters for which the Signal Center has proponency.  Exercises staff supervision and training management control over training being conducted in the U.S. Army Signal Center and Fort Gordon (USASC&FG) and to Signal U.S. Army Detachments and elements located at other installations which are assigned to the USASC&FG.  Manages the USASC&FG Evaluation, Accreditation, Standardization and Total Army School Systems Programs

FUNCTIONS
Office of the Director

1.  Serves as the single point of contact for all training, training development, and training resource matters for USASC&FG.  

2.  Directs or controls all taskings and formal coordination of training and training development matters within USASC&FG.

3.  Advises the Commanding General on matters and policies pertaining to training plans and operations; provides staff supervision and coordination of training and training support functions.

4.  Serves as Program Director and principal advisor to the Commander on U.S. Army Training and Doctrine Command (TRADOC) mission training funds, manpower resources, and special joint training exercise funds.  Manages and allocates resources based on training requirements, priorities, and force structure changes.  Serves as voting member of the Program Regimental Advisory Committee (PRAC).  Exercises authority to certify availability of funds as delegated by the Director of Resource Management (DRM) and may redelegate such authority in writing.  Approves expenditures for civilian outstanding performance and all incentive awards.  Approves temporary duty (TDY) orders and invitational travel orders for all activities for which RDOT is Program Director.

5.  Directs and supervises the operation of subordinate elements: Training Management Division and Training Support Division.  

6.  Monitors and serves as primary point of contact for training-related matters for the U.S. Army Elements/Detachments at other installations which are assigned to USASC&FG.

7.  Serves as program manager and principal advisor to the Commander/Deputy Commander on:

    a.  Mission and job identification, task analyses, Army Training and Evaluation Programs, Mission Training Plans (ARTEP-MTPs), and tactical procedures/techniques.

    b.  Strategies plans and design of training programs, task  identification and management, site selection, and test development.

    c.  Reserve Component communications-electronics and automation training needs, including validation of SM, ARTEP-MTP, and tactical procedures/techniques.

8.  Serves as the activity career program manager (ACPM) for the civilian education and training career program.

9.  Establishes priorities for the evaluation of proponent materials and training products which require independent assessment through feedback analysis, directions from the Command Group or higher headquarters, or lessons learned during the fielding of new equipment and training products.

10.  Programs and conducts evaluations of new products and processes.

11.  Publishes evaluation results, to include problem identification, findings and conclusions, to responsible USASC&FG activities or activities outside the command for action and resolution.

12.  Manages USASC&FG participation in the Army Standardization Program, Integration and Standardization Program, and the TRADOC-USARF Affiliation Program.

13.  Serves as a voting member of the Installation Planning Board and the Post Project Review Board.

14.  Advises other proponents on Information Mission Area (IMA) specified proponent matters and acts as a liaison between other headquarters and the functional staff in the school.

15.  Assists in the development of policy, procedures, and regulations which clarify who is responsible to develop products and how work is accomplished.

16.  Serves as program manager for Interservice Training Review Organization (ITRO) issues, conduct of military training review studies and development of implementation plans, Memorandum of Agreement (MOA) for training conducted at this and other locations.  Serves as the Army voting member for studies on Communications, Information Operations, and Automation.   

Training Support Division

Program Management/Accreditation Branch

1.  Serves as the initial Regimental Directorate of Training (RDOT) point of contact for all program actions.  Refers correspondence or inquires to the responsible agency for resolution of issues and coordination of responses.

2.  Assigns tasking of projects within RDOT, and monitors effective coordination between RDOT elements and other agencies.

3.  Manages the automated network system which interconnects the Divisions of the Directorate.

4.  Supervises the administrative services of the Directorate.  Maintains a central filing system for correspondence.  Serves as a repository for regulations needed for Directorate-level operations; processes military awards.  Operates a Directorate-wide distribution system.

5.  Provides management information to the Director in the form of automated records and reports.  Acquires and evaluates information concerning ongoing RDOT programs and initiatives for the Director.

6.  Assigns and reassigns RDOT personnel, with Director approval.  Maintains rating schemes and personnel rosters.

7.  Conducts internal standardization assessments within the Signal Center to ensure accuracy and consistency of training and training support document across Military Occupational Specialties (MOSs) and Specialty Codes (SCs) for a specific subject area.

8.  Applies evaluation methodologies for the development of data collection instruments, analysis techniques and reporting procedures to support internal and external evaluation objectives.

9.  Manages and maintains information management systems for dissemination of internal and external feedback on the effectiveness of training, training products, doctrine, equipment, organizations and leadership, and interface with other data bases.

10.  Conducts special studies requiring the application of statistical techniques and research design.

11.  Conducts special analysis of test to determine if prescribed requirements for test construction, validation, and scoring have been met.

12.  Provides technical support to other school activities in the development of research designs, tests, surveys, and other evaluation instruments.

13.  Manages the Signal Center Lesson Learned Program to include the collection, analysis, and publication of Information Mission Area (IMA) lessons learned.

14.  Evaluates products and processes involved in the System Approach to Training Model to include job and task analysis, design and development of training, and the conduct and management of training programs.

15.  Conducts comprehensive internal evaluations of resident training programs conducted by the Signal Center both at Fort Gordon and at other locations, to determine the effectiveness and efficiency of training and to ensure training is doctrinally and technically accurate.

16.  Conducts periodic assessments of annex, module, phase and end-of-course comprehensive tests conducted in resident training programs, to determine if testing is conducted consistently with training objectives and accurately measures student performance related to those objectives.

17.  Evaluates training support material to include Soldier’s Manual/Trainer’s Guides, training extension course materials, Army Correspondence Course Program materials, ARTEP-Mission Training Plans, and Military Qualification Standards, for doctrine and technical accuracy, task consistency and incorporate of feedback from external evaluations.

18.  Participates in the development of Individual Training Plans and Programs of Instruction and as a voting member on critical task selection and training site selection committees by providing internal and external feedback data.

19.  Operates the Center’s Training Hot Line.

20.  Manages the Center’s participation in exercises, CTC rotations and coordinates the development of exercises objectives in Signal Center areas of interests.

21.  Conducts assessment visits under the Total Army School System (TASS) program to evaluate annual training (AT) and Inactive Duty Training (IDT) to evaluate the quality of TRADOC provided training programs, material, and logistical support.

22.  Analyzes internal and external feedback data and provides conclusions on the effectiveness of Signal Center produced training programs and products, doctrine, organizations and equipment, and recommendations for improvement to concerned Signal Center activities.

23.  Assists the Activity Career Program Manager in the administration and management of CP32 programs.

Staff and Faculty Development Branch
1.  Develops policies and procedures relating to the operation of the staff and faculty development program.

2.  Conducts Staff and Faculty Development Program to include courses of instruction, managers, training supervisors and specific instruction on the Systems Approach to Training.

3.  Develops Course of Instruction (COI) for other training required in development of school staff and faculty.

4.  Promulgates latest TRADOC guidance, doctrine, philosophy and other innovative ideas, methodologies and techniques applicable to school training, development of training and training support, to include training technology courseware and hardware.

5.  Serves as the RDOT functional manager of the Communicative Skills Program.  Plans and coordinates all local activities relating to Communicative Skills training.

6.  Coordinates, evaluates, reviews, and manages the installation Total Army Quality (TAQ) program.  Develops and conducts TAQ training for all of Fort Gordon.

Total Army School Systems Branch
1.  Title XI personnel make up this branch.  They are attached to the proponent school for the purpose of implementing the TASS and augmenting the TASS Signal Battalion assessment/accreditation mission, and the Total Army Training System-Courseware (TATS-C) conversion.

2.  Assists PMO/Accreditation Branch in assessing/ accrediting TASS Battalions.

3.  Assists TATS-C Branch, TMD in TATS-C conversion.

4.  Manages instructor artification program for TASS Signal Battalions.

5.  Serves as proponent liaison to TASS Signal Battalions for all training issues.

Publications Branch
1.  Supervises and manages the publishing process of all Signal Corps proponent doctrine and training literature command agency literature, and proponent augmentation training publications.

2.  Prepare for publication all Signal Corps proponent doctrinal literature, command agency literature, and proponent augmentation training publications (FM, TC, ARTEP, ACCP, STP, MQSMs and TSP).

3.  Plans layouts, requests necessary photography, prepares illustrations, and exercises responsibility for final camera-ready copy for doctrine and training literature.

4.  Exercises responsibility for technical accuracy (editorial, design, layout, and format) for all training and doctrine products for which RDOT is proponent.

5.  Serves as printing coordinator for all doctrine and training material prepared by the Signal Center.  Develops policies and procedures for programming, requisition, typing, storage, distribution, and accountability for training publications and material.

6.  Plans and provides layouts, graphic design, illustrations, photography, and camera-ready copy, and camera support for doctrine, training literature, and professional bulletins.  

7.  Coordinates directly with the subject matter experts/writers and project officers throughout the publication production process.

8.  Prepares and maintains electronic/paper file copy of base art, photographs, and text used in the preparation of doctrine and training publications.

9.  Provides editorial support for the Armywide Training and Doctrinal Literature Program products for which RDOT has proponency.

10.  Edits/rewrites doctrinal manuscripts in the preparation of coordinating drafts, final drafts, and camera-ready mechanicals.

11.  Provides writing and format guidance to subject matter experts tasked with preparing doctrinal manuscripts.

12.  Performs quality control checks on all Armywide Doctrine and Training Literature Program products for which RDOT has proponency.

13.  Reviews completed coordinating drafts and camera-ready mechanicals for compliance with appropriate regulation, specifications, guidance, and standing operating procedures (SOP).

14.  Reviews and files camera-ready mechanicals/camera-ready copy returning from contract printing.

15.  Acts as liaison with appropriate activities to establish corrective measures and ensures accuracy of all training and doctrine products.

16.  Prepares DA Form 260 (Request for Printing of Publications) and monitors the packaging and shipping of camera-ready mechanicals to the Army Training Support Center.

Conrad Library

Manages the operation of the Conrad Library.

Training Management Division

1.  Provides day-to-day management of all training activities supporting the United States Army Signal Corps proponency.  Directs and manages the operations of all elements engaged in the performance of assigned functions relating to establishing and maintaining Signal Center policies and procedures for implementing, programming, administering, resourcing, and conducting resident, extension, sustainment, interservice, Reserve Component, Total Army, and unit training.

2.  Directs and supervises the operation of division elements engaged in the performance of assigned functions relating to course development for resident and Total Army training, Training Requirement Analysis System (TRAS), training products development and management, individual task management, training policy, training development workload, and training for new communication-electronics, satellite, and computer/automated data equipment.  Continuously seeks ways to simplify the System Approach to Training (SAT) process.

3.  Serves as the G-3 and principle advisor to the director, Regimental Directorate of Training on training administration, management, documentation, strategy, and development of assigned functions.  Develops training policies, procedures, and strategies relating to resident training, individual training management and development and training for new equipment.

4.  Serves on special committees related to Signal Center Training philosophy, management, development, implementation, and evaluation.

5.  Manages the development and briefing of the TRADOC Status Report (TSR) which is the commanders report to TRADOC on school training, training developments, combat developments, and installations condition and capabilities to perform the mission.

6.  Represents the Director and Signal Center at a variety of meetings at higher headquarters related to the division’s assigned missions and functions.

7.  Establishes, maintains, and assures compliance with school policy on training development to include development of Signal Center regulations pertaining to analysis, design, development, and validation of training materials.

8.  Represents the director and Signal Center at the Department of the Army Structured Manning Decision Review (SMDR) which reconciles the schools training capacity for resident training 

with the Department of the Army identified training requirements.  This annual forum ultimately identifies the annual student input and allocates instructor manpower resources to conduct the required training.

Course Management Branch
1.  Serves as the Signal Center’s single point of contact for coordination/monitoring of all Training Requirements Analysis System (TRAS) documents Individual Training Plans (ITPs), Course Administrative Data (CAD), and Programs of Instruction (POIs).

2.  Reviews TRAS documentation for compliance with TRADOC and school policy.

3.  Develops and coordinates school policies and regulations which pertain to TRAS documents.

4.  Interprets and distributes guidance from TRADOC, DA, and other Headquarters to support/supplement existing regulations.

5.  Conducts internal (RDOT) staffing of ITPs, CADs, and POIs to ensure accuracy of training strategy data.

6.  Ensures implementation of mandatory training in appropriate POIs, within resource constraints.

7.  Reviews/prepares memorandums of transmittal of TRAS documents to TRADOC for accurate data prior to forwarding to TRADOC.

8.  Serves as a team leader for formulating and guiding special projects which solve performance problems relating to TRAS.

9.  Reviews Interservice Training Review Organizations (ITRO) actions, ISA, JOA, MOA, and MOU with other services and installations on TRAS related issues.

10.  Establishes and maintains a data base of TRAS documents which identifies documents that have been endorsed by TRADOC.

11.  Maintain data base which tracks the status of TRAS documents that are currently in staffing.

12. Maintain Signal Center audit trail of TRAS documents (these are the hard, paper copy audit trail files).

13.  Attend pre-SMDR to verify accuracy of course data (TRAS data) for timely recognition of resources.

14.  Attend DA SMDR to ensure accuracy of course data.

15.  Coordinate with TRADOC Manpower Activity (TMA) for validation of Course Length, Instructor Contact Hours and Optimum Class Size for new or revised CADs and POIs that change current resourcing levels.

16.  Review and provide comments and recommendation to other proponents during coordination of TRAS documents.

17.  Ensure TRAS documents are submitted to TRADOC in a timely manner to obtain required resources.

18.  Maintain a Signal Center resource tradeoff database to distribute resource tradeoffs across the school, as required.  Coordinate development of exceptions-to-policy when resource tradeoffs for instructor and budget load are not available.

19.  Coordinate internal staffing of exceptions-to-policy, when no tradeoff resources are available, and submits exceptions-to-policy to TRADOC.

20.  Coordinate schools requirements with TRADOC to ensure the Signal Center’s training is documented and resourced.  Be able to verbalize requirements and represent the school in obtaining the resources and manpower to conduct the training.

21.  Prepare out-of-cycle solicitations for course data submitted out of the normal resourcing cycle.

22.  Conduct external staffing/coordination with other services/organizations (Air Force, DISA, Navy, and Marines) to ensure consolidated training meets their training requirements.

23.  Conduct external staffing/coordination with other services/organizations (Air Force, DISA, Navy, and Marines) to ensure accuracy of course data in ATRRS for collocated training conducted at Fort Gordon.

24.  Conduct external staffing/coordination with TRADOC ITRO Office for those courses covered under the ITRO.

25.  Task training departments for updated TRAS documents based on changes in doctrine, organization, materiel, leader development, and training.

26.  Review/provide input to New Systems Training Branch documents which identify changes in training strategy/ materiel and therefore require submission of revised TRAS documents.

27. Maintain the TRAS portion of the DCD/New Systems Training Branch/TRAS database.  The database will provide resident equipment fielding datas, which in turn equate to resident training start dates.  Training departments will be tasked to provide TRAS documents in support of the training strategies for the new equipment.

Individual Training Management Branch

1.  Develops and coordinates school policies and regulations for development of Soldier Training Publications (STPs), Officer 

Foundation Standards (OFSs), Automated Systems Approach to Training (ASAT) management, and common and shared task management.

2.  Controls Signal proponent tasks and summaries.  Reviews and approves MOS, shared, common, and User-Owned/User-Operated tasks, making appropriate additions, deletions, and revisions.

3.  Coordinates with other schools and training departments to identify, revise, and approve common, shared, and User-Owned/User-Operated tasks.

4.  Maintains official school copies of STP products.

5.  Develops and publishes milestones charts and supplemental guidance directing the development of STPs.

6.  Manages the development of STPs and Common Task Manual to include external and internal staffing of coordinating drafts and  preparation of camera-ready mechanics (CRM).  Monitors printing and distribution of STPs.

7.  Serves as the Signal Center Program Manager for Critical Task and Site Selection Boards (CTSSBs.)

8.  Serves as Program Manager for TDWP.  Coordinates, reviews, updates, and downloads data to HQ TRADOC manager.

9.  Manages the development of, and assures quality control for, Graphics Training Aids, Army Correspondence Course Program products, and Audiovisual/Multimedia Products (to include videotapes, films, interactive videodisks, other computer-based training products, and JOIN tapes).

10.  Serves as the assistant/contracting officer’s representative/technical representative (ACOR/COR as appointed) and as the RDOT Program Manager for the training products listed above.

11.  Acquires or assists in acquiring TRADOC/DA/DOD resources for the training development of the products.

12.  Maintains official school copies of Signal GTA’s and ACCPs and other training materials.

13.  Conducts research on the application of new technologies/media to extension/exportable training.

14.  Serves as Signal Center POC for distance learning.  Develops and updates Signal Center distance learning plan.

15.  Manages Teletraining Network (TNET).  Develops and coordinates school policy for TNET; schedules TNET sessions with Net Control Station; maintains database on usage; develops and publishes Standard Operating Procedures (SOP); procures additional equipment to upgrade TNET classroom.

16.  Manages the development of, and assures quality control for Computer Based Training.  Establishes computer based training standards for the Signal Center.  Conducts research on the application of new technologies/media/authoring systems and associated software.  Coordinates approval, funding, development and distribution of computer-based training.

17.  Manages the Occupational Data Analysis Requirements and Structure (ODARS).  Serves as the Signal Center POC for ODARS.                     
      

New Systems Training Branch
1.  Serves as the Signal Center representative for training in the area of new Telecommunications and information equipments and systems.

2.  Interfaces with Directorate of Combat Developments, Battle Command Battle Labs, TRADOC Systems Managers, Office Chief of Signal, and training departments to assure timely and complete training requirement input for emerging and displaced or obsolete systems.

3.  Develops and coordinates school policies and regulations concerning training for new equipment.

4.  Serves as the Signal Center representative at Training Support Working Group and Test Integration Working Group meetings.

5.  Develops, staff, and maintains a System Training Plan on each system identified by TRADOC regulations.

6.  Assists in preparing the Basis of Issue Plan, Operational Requirements Documents, Qualitative and Quantitative Personnel Requirements Information, and Memoranda of Agreement for new equipment.

7.  Develops the training input to the New Equipment Training Plan (NETP) and Displaced Equipment Training Plan (DETP).  Staffs, coordinates, and maintains the training information in the NETP and DETP.  Integrates the Doctrine and Tactics Training into the NETP and DETP.

8.  Analyzes and provides training input to the Program Manager’s Request for Proposal and Statement of Work prior to release to contractors.  Ensures training development products are addressed in the procurement package.

9.  Serves as a member of the Source Selection Evaluation Board in the Evaluation of proposal submitted by the contractors.

10.  Prepares, staffs, and maintains Training Test Support Packages and submits to Headquarters TRADOC and testing agency prior to test player training.

11.  Generates training and training related test issues and criteria for inclusion in test documents such as the Outline Test Plan, Independent Evaluation Plan, and the Test and Evaluation Master Plan.

12.  Coordinates and evaluates test player training for the equipment/system Operational Test or Follow-on-Evaluation.

13.  Prepares the Operational Test Readiness Statement and submits the signed documents to Headquarters TRADOC and the test agency prior to the test/evaluation.

14.  Coordinates the Instructor and Key Personnel Training required to support each system.

15.  Staffs and monitors the evaluation of the contractor’s           

training material, technical manuals, and extension training material to ensure they meet DA/TRADOC/Signal Center standards.  Represents Signal Center during training In-Process-Reviews.

16.  Staffs, consolidates, and provides training input to Life Cycle System Management Model documents such as the Materiel Fielding Plan, Integrated Logistics Support Plan and MANPRINT.

17.  Serves on Training Working Groups an Special Task Forces established to resolve training issues for new or displaced systems.

18.  Coordinates target audience personnel for participation in verification of technical manuals.

19.  Develops Test Training Certification Plan for test player training prior to test/evaluations.

20.  Performs the actions of Combat Developer for training devices.

21.  Coordinates and staffs the Materiel Fielding Plan for new training devices.

22.  Develops the Training Device Requirements documents for training devices.

23.  Reviews and provides input to the Programs of Instruction, Individual Training Plans, and Course Administrative Data for emerging systems.

24.  Participates in MACOM training device prioritization meetings.

25.  Develops training devices strategies to support training on new systems.

26.  Serves as the Directorate point of contact for MANPRINT.

27.  Serves as the Signal Center point of contact for the WARSIM 2000 effort.  Participates in panel meeting, conferences, and/or work groups that apply to the development of simulations.

Resident Training Management Branch

1.  Directs and supervises functions related to training administration, management and operations.  This includes programming and scheduling of training requirements, monitoring related instructor requirements and assignments, and maintenance of student records.

2.  Serves as negotiator for management when dealing with union problems concerning training, training management, and training operations.

3.  Establishes the training capacity of the resident training programs and serves as point of contact for the Structure Manning Decision Reviews (SMDR) to validate the training requirements.

4.  Provides Army Training Requirements and Resources System (ATRRS) and Automated Instructional Management System (AIMS) functional support.

5.  Serves as Assistant COR (ACOR) to the Contracting Officer’s Representative (COR) for contractor conducted 

training at the Signal Center.    

6.  Serves as the primary coordinator for commercial contracts for training, training development, maintenance support, and training studies.

7.  Collects and assesses training contract data and specifications.  Recommends contract feasibility and projects funding requirements necessary for acquisition of services, training materials, and studies.

8.  Consolidates and coordinates statements of work for training, and training analysis, design and development of resident and non-resident training materials.

9.  Coordinates and prepares documentation to contract for training research studies with the Army Research Institute, Army Research Office, and TRADOC.

10.  Establishes and maintains Signal policy and guidance relating to the administration and  conduct of Resident Training; develops training regulations to document the policy, guidance, and procedures.

11.  Establishes policy and develops regulations to document procedures relating to quality control of resident training.  Recommends action for improvements in effectiveness and efficiency of training management and support.

12.  Reviews Army Program of Individual Training (ARPRINT) and coordinates with affected activities to identify constraints and develop alternatives.  Recommends training changes to relieve constraints.

13.  Establishes the RDOT position/recommendations on all matters associated  with mobilization planning as it affects expansion of the training base capacity.

14.  Serves as RDOT representative for purpose of cross-leveling and redistribution planning for Reserve Component forces in areas of personnel and equipment transfers from the training base prior to mobilization.

15.  Serves as RDOT point of contact for mobilization for the development of mobilization issues and provides taskings/information to units, post staff elements and the Command Group.

16.  Initiates, develops, reviews and serves as the principal advisor to the RDOT on Memorandums of Agreements, Memorandums of Understanding, and Letters of Instruction impacting on resident training resources.

17.  Serves as the RDOT focal point for receiving, dealing with, coordinating, tasking, resolving and replying to issues, taskings or problems identified by the Command Group.  These problems  are operational in nature and are associated with training, training implementation, training management and/or administration.

18.  Develops input to the Command Group Operating Budget for the accomplishment of the Branch’s mission.

19.  Provides input to Office Chief of Signal (OCOS) on all school waivers of formal training.

20. Serves as primary point of contact in Interservice Training Review Organization (ITRO) actions for Fort Gordon.

21. Serves as initial RDOT action officer for staffing of ISA, JOA, MOA, and MOU with other services and installations.

22.  Coordinates the gathering of technical data/specifications from RDOT and the training departments and, where applicable, from other commands and higher headquarters to prepare statements of work and requests for proposals.

23.  Coordinates, logistical support requirements for training related contacts (i.e. such as government furnished material, equipment and facilities.

24.  Coordinates security clearances required by contract or contractor visits.

25.  Serves as focal point for all contractor visits to USASC&FG which pertain to training, training development, training devices or educational training research.  Coordinates support and logistical needs for these visits.

26.  Ensures government property issued to a training contractor, is maintained and accounted for in accordance with government regulations.

27.  Prepares and processes supply actions to acquire government property to support contractual requirements.

28.  Nominates COR’s to act on behalf of contracting officers for Signal Center training and training-related contracts.

29.  Appoints, trains, and certifies technical personnel assigned or detailed to participate in contractor surveillance functions.

30.  Develops surveillance plans for use by contract monitor.  Coordinates and schedules training of technical monitors to evaluate contractor performance and ensure student military discipline and standards.

31.  Develops, revises, and maintains class schedules for all Signal resident courses in coordination with HQDA, TRADOC and other services for peacetime and mobilization in support of the ARPRINT and TRAP actions.

32.  Prepares instructor personnel input to the peacetime/ mobilization TDA for Fort Gordon (Signal) Training Departments and all detachments at other installations where Signal Center has training proponency.  Provides finalized data to DRM for input to the installation TDA.  Serves as principal advisor to training departments on matters relating to instructor requirements.

33.  Develops mobilization ARPRINT in ATRRS, based on training capabilities, to provide timely unit development and training base expansion information to units, post staff elements and the command group.

34.  Develops RDOT position on instructor requirements to support programmed and projected student work load.  

35.  Reviews Instructor Contact Hours (ICH) and Optimum Class Size to support peacetime/mobilization POIs.  Validates, prior to Structure Manning Decision Review (SMDR) to ensure documentation of instructor requirements.

36.  Reviews Army Program for Individual Training (ARPRINT) to identify discrepancies and recommends/coordinates changes with HQDA, TRADOC and the departments prior to developing class schedules.

37.  Appraises/determines manpower requirements for Interservice Training for Marines, Navy, and Air Force.

38.  Manages all Signal resident programmed and unprogrammed student training requirements and serves as Signal Center POC for individual course schedule information.

39.  As one of two primary users of ATRRS on post, inputs scheduling and enrollment data into ATRRS as required by HQ TRADOC, and DA.  Obtains various reports to provide required information.  Inputs data into AIMS in support of scheduling and academic records functions.  Accesses AIMS and provides information and data pertaining to individual student status and records.

40.  Serves as Fort Gordon’s POC for the Branch Officer Basic Course (BOBC) scheduling conference and the SMDR at DA.

41.  Prepares statistical data and charts for review and analysis pertaining to Fort Gordon’s Resident Training mission.

42.  Proves capability input to Army Training Requirements and Resources System for TRAP proposed increases.

43.  Coordinates with Directorate of Human Resources, Strength Management, on critical instructor shortages.

44.  Monitors TRAP instructor due-ins to ensure proper assignment; coordinates with local, TRADOC, and/or DA agencies, as necessary.

45.  Serves as coordinator of academic records input and output to the AIMS, to include LOIs, regulations and policy.

46.  Coordinates with users of AIMS to provide for the maintenance and update of all resident student academic records.

47.  Coordinates matters of student administration with staff elements, other Fort Gordon agencies and higher headquarters.

48.  Answers requests from former students for information, duplicate documents, and transcripts from academic records files for verification of employment or education qualification and/or accreditation.

49.  Serves as administrative coordinator for Officer Student Evaluation Boards.

50.  Prepares diplomas and certificates for issuance to graduates to Signal Center courses.

51.  Manages and coordinates logistical support and facilities maintenance with DPW.

52.  Serves as the Signal School’s POC to resolve equipment issues with TRADOC, DA, MACOMS, PMs, and PEOs.

53.  Signs for all of the buildings from the DPW which are allocated to RDOT and the training departments and subassigns buildings and/or rooms to users.

54.  Document the collective requirements for changes in space needs to the RDOT and training departments, and programs reallocations of buildings and/or rooms.

55.  Determines the necessity for Military Construction, Army (MCA) and Minor MCA (MMCA) projects.  Develops the Military Construction Project Data (DD Form 1391).  Coordinates changes.

56.  Processes Facilities Engineering Work Requests (DA FORM 4283) for engineer actions to prepare classrooms/outside training areas and administrative space for the RDOT and training departments. Research validity of work request before submitting to the DPW.

57.  Maintains liaison with the training departments, DPW, and other on and off-post support elements concerning the continuation/discontinuance/modification of training equipment maintenance requirements and resolving problems.

58.  Analyzes TRADOC Status Report (TSR) material from training departments, DCD, DHR, DPW, and RDOT to ensure each issue will be clearly articulated to TRADOC.  Conducts research to determine if issue can be resolved locally, in lieu of forwarding to TRADOC.  Consolidates all material for inclusion into one package.  Through automation means, prepares TSR package for briefing to RDOT, CofS, DCG, and CG.  Prepares final package for CG’s signature and forward to TRADOC.

59.  Using TRADOC guidance, inputs Classroom XXI information received from training departments into automated database.  Updates database, as required, based on input from TRADOC, or installation guidance.  Forwards updated information to TRADOC during each fiscal year (FY) budget submission process.

60.  Supports U.S. Army Reserve Forces Schools during annual training at the Signal Center.  Support includes, but is not limited to, coordinating with training departments to locate training facilities with furniture, training equipment, training aids, and/or instructors.

61.  Coordinates the use of MTTs (Mobile Training Teams) upon request from outside commands to train various signal equipment and other services.

62.  Serves as the signal action program manager for the Total Army Training System (TATS).

63.  Manages the TATS to include development, review of Program Of Instruction and deliver feedback to training departments.

64.  Evaluates/determines adequacy of Program of Instruction/Course Management Plans prior to submission Training 

Requirement Analysis System (TRAS) Branch, Course Management Branch for staffing with TRADOC.

65.  Coordinates the development of RC training strategy with RC affairs office to train the Reserve Components (RC).

66.  Acquires or assists in acquiring TRADOC/DA/DOD resources for development of training materials.

67.  Coordinates with TASS Training Battalion’s to augment training developers to support training departments in the analysis, design and the development of TATS-C.

68.  Conducts research on the application of new technologies/media to extension/exportable training.

69.  Serves as member for formulating and guiding special projects/review to identify and reduce/eliminate training problems related to exportable or institutional training.

70.  Serves as the RC representative for training issues to include equipment readiness for training.

Unit Training Branch

1.  Performs needs assessment and needs analyses for unit training for completion of ARTEP-MTP and section/team drills.

2.  Develops unit training concepts and strategies, and determines the direction and scope of unit training.

3.  Prepares the unit training portion of the System Training Plan (STRAP) and provides input to New Systems Training Branch, Training Management Division.

4.  Prepares, assembles, and coordinates final ARTEP-MTP and section/team drill preparations.  Reviews ARTEP-MTP and section/team drills written by other schools/agencies for Signal sufficiency.

5.  Prepares the unit training portion of CTEA.

6.  Monitors contract training for proponent skills conducted in units.
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REGIMENTAL OFFICER ACADEMY

MISSION

Conducts resident and non-resident professional training for active and reserve components commissioned officers, warrant officers, and non-commissioned officers.  Conducts resident joint professional training.  Develops distance learning programs and material in support of professional training.  Supports new equipment fielding Doctrine and Tactics Training (DTT).

FUNCTIONS

Office of the Commandant
1.  Plans, directs, controls, coordinates, and manages all activities of the Academy.  Serves as the primary advisor to the Signal School Command Group and other activities on matters of Commissioned Officer training, training development, and doctrine.

2.  Approves job analysis, critical task and site selection, training device documents, Army Correspondence Course Program (ACCP) lessons, ITPs, CADs, POIs, course management plans, doctrinal publications, and DTT packages.  Approves the production or development of related methods and media to include distance learning programs, graphic aids, and other audiovisual or computer related training programs.

3.  Performs internal control, logistics and maintenance management.

4.  Provides command, control, administrative and logistical support for personnel assigned and attached to the Academy.

5.  Controls the Academy’s student elimination program.

6.  Coordinates and approves the preparation of replies to congressional, special interest, or similar related inquiries.

7.  Approves all civilian personnel actions.

Office of Academic Instruction
1.  Manages the Systems Approach to Training (SAT) process for the Academy and manages the operations, logistics, administrative and communications security (COMSEC) functions of the Academy.  Directs and provides guidance to elements in the analysis, design, development and evaluation of individual training programs and   doctrinal literature.

2.  Serves as technical advisor to the Academy Commandant on training development, operational, administrative, logistical and COMSEC matters.

3.  Manages the Automated Systems Approach to Training (ASAT) information system to create tasks for Occupational Specialties and training products.

4.  Verifies accuracy and approves the following products for the Academy:  job and task analysis, learning analysis and design, target population descriptions, media needs statements, training support materials, new equipment technical manuals and factory/IKP training packages.  Approves, when delegated, the Operational Test Readiness Statement (OTRS).  Provides training data to New Equipment Training Plans (NETP).

5.  Tasks, monitors, evaluates and approves for submission, training development materials written in the Academy’s divisions.

6.  Recommends approval for the following:  distance learning programs and lessons (including ACCP), training device documents, ETV programs, doctrinal publications, trainer input to QQPRI, BOIP inputs, training test support packages, training chapter to O&O plans, MFP, ILSP, and Systems Training Plans (STRAP).

7.  Develop and maintain the Academy’s World Wide Web site and the Academy’s Intranet.

8.  Represents the Academy on school-wide committees chartered to study training and training development problems and study of operational, administrative and logistical problems.

9.  Approves class schedules.

10.  Implements safety, security, operational security (OPSEC), crime prevention, threat and internal control program for the Academy.

11.  Coordinates all civilian personnel actions for the Academy.

12.  Spreads TDA authorizations.

13.  Provides administrative support for the Academy, including forms, publications, and records management, mail                           

control, the processing, receiving and dispatching of all incoming and outgoing correspondence.

14.  Coordinates the mail control program for the Academy.

15.  Maintains department’s files, MOIs, policy letters, and SOPs.

16.  Consolidates requirements and requisitions; distributes regulations and technical manuals for all Academy elements.

17.  Plans, coordinates and manages projects common to all divisions within the Academy such as TRAS products to include the ITP, CAD, and POI.

18.  Monitors training development audit trail.

19.  Conducts the Critical Task Site Selection Board (CT/SSB).  Coordinates for board representation with other elements in the school and tactical Signal units.  Reviews minutes of CT/SSB and provides to all representatives and RDOT for CG approval.  Obtains approval of CT/SSB results and maintains record files of the board’s actions.

20.  Plans and develops procedures for, and manages the validation of, training and training products developed within the Academy.

21.  Develops and conducts the Academy’s quality control program related to training and training development process using evaluation procedures and knowledge of advanced educational and training technologies related thereto.

22.  Develops and revises Academy’s MOIs, policy letters and SOPs related to training, training development, and training management.

23.  Plans and manages jointly conducted instructional programs.  Manages the requisition, storage and issue of materials used in support of training.

24.  Coordinates outside requirements for subject matter experts.

25.  Maintain day-to-day status of funds obligated for TDY.

26.  Develops and provides MANPRINT data.

27.  Requisitions, stores and issues support materials for the Academy in compliance with supply regulations, directives and authorization documents.

28.  Coordinates procurement, distribution and use of supplies, communications, communications support and COMSEC equipment, and logistical services required to support academic training.

29.  Conducts periodic inventories to ensure compliance with all directives for correct disposition of supplies and equipment within the Academy.

30.  Maintains property accountability within the Academy.

31.  Manages the Academy’s budget to include the day-to-day status of funds obligated for supplies and equipment.

32.  Provides pick-up and delivery service for equipment and training material to and from logistics and maintenance support agencies and training divisions.

Training Support Branch
1.  Plans, coordinates and manages programs and projects common to all divisions within the Academy such as:

    a.  ACCPs, ETC, GTA, multimedia, and other distance learning.

    b.  Training devices and simulators.

    c.  Input to the LCSMM pertaining to the LR, LOA, ROC, O&O, STRAP, QQPRI, BOIP, ILS, MRP, MSP, NETP, IEP, TDP, TTSP, and IER concerning new equipment and systems.

2.  Consolidates input and represents the Academy for the TDA.

3.  Prepares and coordinates training resource requirements with the training divisions and RDOT to include equipment, facilities, personnel, support equipment and funds.

4.  Prepares and presents the Academy’s SMDR, TDWP, TSR, TDA, MOB TDA, and budget.

5.  Develops Academy’s information system plan (automation, audiovisual, etc.).

6.  Manages Academy’s programs to maintain and improve the technical and professional proficiency of the Academy staff and faculty.

7.  Manages the Academy’s budget to include overtime, and civilian training.  Maintains records to compare obligations versus actual expenditures of funds.

8.  Manages and coordinates UMR and ODP.

9.  Coordinates staff and faculty training for the Academy.

10.  Represents Academy on mobilization matters.

11.  Coordinates information systems and equipment within the Academy.

12.  Administers the Academy’s local area network (LAN).

13.  Conducts the Academy’s program for analyzing the general efficiency and effectiveness of training.

14.  Documents history of the Academy.

15.  Provides feeder information for equipment authorization documents and budget requirements.

16.  Coordinates Reserve Component training.

17.  Monitors student progress and analyzes statistical data pertaining to training effectiveness, to include test results, attrition data, absenteeism, and validation data.  Develops alternatives and provides workable solutions to training, training development, and training management problems.

Training Divisions
1.  Supervises and manages training development in support of the courses which the training division is assigned.

2.  Develops and revises job analysis, task analysis, training device documentation, distance learning program/lessons (including ACCP lessons), ETV programs, graphic training aids (GTAs), DA audio visual programs (DAAVPs), Individual Training Plan (ITP), Course Administrative Data (CAD), Programs of Instruction (POIs), learning analysis and design, target population descriptions, media needs statements, master training schedules, training support materials, doctrinal publications, training test support packages, training chapter of O&O plans, DTT training materials, CBTs, and distance learning vehicles for the Academy.

3.  Maintains record files for job analysis, task analysis, learning analysis and design, course management plans, media needs statements, and training chapter of O&O plans.  Maintains file copies of DTT training materials, resident training materials and POIs.

4.  Schedules the conduct or development of job analysis, critical task and site selection, task analysis, training publications, distance learning (including ACCP lessons), ETV programs, GTAs, DAAVPs, ITPs, CADs, and POIs.

5.  Evaluates and/or provides input to ARPRINT, class schedules, doctrinal publications, System ROC/LOA/LR, training input to QQPRI, BOIP, NET plans, STRAPs, JOAs, LSAR training data, New Equipment Technical Manuals, factory/

IKP training packages, new equipment test plans, civilian contracts in support of training.

6.  Establishes and maintains audit trail for all training development products.

7.  Conducts resident instruction for assigned courses.

8.  Conducts DTT as required.

9.  Recommends training schedules and training support material for approval.

10.  Provides subject matter experts for training development.

11.  Implements training site selection, programs of instruction, selected methods and media, course management plans, master training schedules, and all training support materials and tests.

12.  Begins a program of instruction as directed by the TRADOC first endorsement to the POI.

13.  Provides input to SMDR, TDA, COB.

14.  Recommends graduation, reclassification, or relief of students.

15.  Performs academic counseling of resident students and prepares the Academic Evaluation Report.

16.  Identifies requirements for training aids and devices, equipment, training areas, facilities, and personnel required to support programs of instruction.

17.  Utilizes the ASAT information system to create tasks for occupational specialties and product training products.

18.  Coordinates instructor development programs and maintains instructor qualification files.

19.  Operates and maintains instructional facilities by performing required maintenance, fire prevention, security, police and safety functions.

20.  Develops course management plans as needed.

21.  Serves as the advisor to the Academy commandant for training and development for assigned AOC/MOS.

22.  Plans and conducts TATS training and training support.

23.  Provides input to MANPRINT data.

24.  Requisitions, stores and issues materials used in support of training.

25.  Prepares facilities engineer work requests.

26.  Operates Automated Instructional Management Systems (AIMS) terminals to input student data and to retrieve student information and resource information.

27.  Exercises responsibility for the control of all security matters required for classified material including CRYPTO training programs, facilities, and secure devices.

442d Signal Battalion
1.  Provides command control, including administration and logistical support for permanent party and student personnel assigned/attached to ROA and CSS.

2.  Provides FTX support for ROA and RNCOA.

3.  Provides equipment and personnel in support of the Battle Lab and other post taskings.

4.  Manages battalion’s portion of ROA’s budget.

5.  Provides operator maintenance on assigned equipment.

6.  Supports ROA taskings required.
NOT USED
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U.S. ARMY COMPUTER SCIENCE SCHOOL

MISSION

Responsibility for Army-wide training requirements for automation and telecommunications-related subjects for both active and reserve components, including tri-service and Department of Defense (DOD), as required.  Conducts resident instruction.  Plans future training.  Performs job, task, and training analysis, design, development and validation of resident and non-resident training material and courses.  Provides input on force development issues, MOS actions, and technical advice on information technology areas of interest. Prepares military occupational classification structure (AR 611-1 and AR 611-201) actions for assigned MOS/SC.  Designs, develops and approves individual training programs.  Develops, reviews, verifies, and/or validates doctrinal literature, training support materials, and soldier training products.  Provides target audience soldiers to verify and/or validate training products, as required.  Counsels students.  Provides quality control and initial resourcing estimates for instructional programs.  Optimizes effectiveness and efficiency of training.  Develops, approves, revises and performs initial resourcing estimates for Training Requirements Analysis System (TRAS) documentation.  Manages the Internal Control Program.  

FUNCTIONS

Office of the Director
1.  Plans, directs, controls, coordinates, and manages all activities of the Computer Science School (CSS).  Serves as advisor to Commanding General, the Deputy Commanding General, and staff on matters of training, training development, and doctrine pertaining to the programs for which the department has responsibility.

2.  Approves job analysis, critical task and site selection, soldier training publications, training device documents, Army Correspondence Course Program (ACCP) lessons, ITPs, CADs, POIs, course management plans, doctrinal publications, and distance learning/training support packages and programs.  Approves the production or development of related methods and media to include multimedia programs, graphic aids, and other audiovisual or computer related training programs.

3.  Approves school information technology architecture.

4.  Performs internal control, logistics, and maintenance management.

5.  Approves budget, manpower, and equipment resourcing. 

6.  Approves BNCOC training development actions and/or products, jointly with the RNCOA.

Training Support Division
1.  Manages the Systems Approach to Training (SAT), operations, logistics, and administrative functions of the school.  Directs and provides guidance to organizational elements in the analysis, design, development and validation of individual training material and doctrinal literature; and the conduct of MOS/SC studies.

2.  Consolidates input and represents the school for TRM/TDA process.

3.  Serves as a technical advisor to the School Director on training development, operational, administrative, and logistical matters.

4.  Manages the Soldier Training Publications (STP) development process for the school.

5.  Verifies accuracy and approves the following products for the school:  job and task analysis worksheets, test items, learning analysis and design, target population descriptions, media needs statements, training support materials, new equipment technical manuals, and factory/IKP training packages.  Approves, when delegated, the Operational Test Readiness Statement (OTRS).  Provides training data to New Equipment Training Plans (NETP).

6.  Tasks, monitors, evaluates and approves for submission, training development products prepared within the training divisions.

7.  Recommends approval for the following:  training courses, ACCP lessons, training device documents, ETV programs, doctrinal publications, trainer input to QQPRI, BOIP inputs, training test support packages, training chapter to O&O plans, multimedia programs, MFP, ILSP, and Systems Training Plans (STRAP).

8.  Represents the school on Signal Center-wide committees chartered to study training and training development initiatives, and operational, administrative, and logistical problems.

9.  Recommends approval for class schedules, and TDA equipment authorization documents and requisitions.

10.  Implements safety, security, OPSEC, crime prevention, threat and internal control program for the school.

11.  Conducts the school’s program for analyzing the general efficiency and effectiveness of training.

12.  Develops the TRADOC status report for school.

13.  Manages the organization’s TDA.

14.  Manages the school’s budget.

15.  Manages the school’s input to the USASC&FG Staff Issues.

16.  Manages the school’s input to the TDWP process.

17.  Manages the school’s Quality Control Program.

18.  Recommends approval of the Critical Task and Site Selection Board results.    

19.  Researches and manages the implementation of new technology.

Administrative Branch   

1.  Provides administrative support for the school, including, but not limited to, forms, publications, and records management; mail and suspense control; and the processing, receiving, and dispatching of all incoming and outgoing correspondence.

2.  Coordinates the mail control program for the school.

3.  Maintains school’s files, MOIs, policy letters, and SOPS.

4.  Consolidates requirements and requisitions/distributes regulations and technical manuals for all school elements.

5.  Manages student records and enrollment via AIMS and ATRRS.
Operations Branch
1.  Plans, coordinates, manages, and serves as the office of record for programs and projects common to all divisions within the school such as:  

    a.  ACCP, SM, ETV, GTA, DL, and multimedia.

    b.  Training devices and simulators.

    c.  TRAS products to include the ITPs, CAD, and POIs.  

    d.  ASAT/TDWP.

    e.  Input to the LCSMM pertaining to the STRAP, QQPRI, BOIP,

ILS, MRP, MSP, NETP, IEP, TDP, TTSP, and IER concerning new equipment and systems.

2.  Manages the Systems Approach to Training process for the school.

3.  Monitors training development audit trail.

4.  Assists in the conduct of the Critical Task and Site Selection Board (CT/SSB).  Coordinates for board representation with other elements in the school/SIGCEN and tactical signal units.  Develops minutes of CT/SSB and provides to all representatives.  Obtains approval of CT/SSB results and maintains record files of the board’s actions.

5.  Plans and develops procedures for, and manages the validation of training and training products developed within the school.

6.  Develops/conducts the school’s quality control program related to training and training development process using evaluation procedures and knowledge of advanced educational and training technologies.

7.  Consolidates input and represents the school for the TRM/TDA.

8.  Prepares and coordinates training resource requirements with the Training Divisions and RDOT to include equipment, facilities, personnel, support equipment and funds.

9.  Develops and revises school MOIs, policy letters and SOPs related to training, training development, and training management.

10.  Prepares and presents the school’s SMDR, TRM, TDA, Mob TDA, COB, and TSR.

11.  Monitors student progress and analyzes statistical data pertaining to training effectiveness, to include test results data, attrition data, absenteeism, and validation data.  Develops alternatives and provides workable solutions to problems with training, training development, and training management.

12.  Plans and manages jointly conducted instructional programs.  

13.  Plans/manages RC and NG training and training support.

14.  Manages Doctrine and Tactics Training (DTT) Teams, Displaced Equipment Training (DET) Teams, and Mobile Training Teams (MTT) for the school.

15.  Coordinates outside requirements for subject matter experts.

16.  Develops the school’s information system plan.

17.  Exercises responsibility of all security matters required for classified material including CRYPTO training programs, facilities, and secure devices.

18.  Develops and provides MANPRINT data.

19.  Documents history of the school.

20.  Manages school’s programs to maintain/improve the technical and professional proficiency of the school staff and faculty.

21.  Manages and coordinates UMR and ODP.

22.  Coordinates staff and faculty training for the school.

23.  Staffs within the school Soldier Training Publications, MOS/SC studies, ACCP lessons, ETV programs, GTAs, DAAVPS, JOIN films, training site selections, target population descriptions, media needs statements, master training schedules, training chapter to O&O plans, and DDT, DET, and MTT training materials.

24.  Manages the school’s suspense tracking system for all operations-related taskings.

Training Divisions

1.  Supervises and manages training development in support of a training division.

2.  Develops and revises job analysis, task analysis, soldier training publications, MOS/SC studies, AR 611-1 and 611-201 actions, training device documentation, ACCP lessons, Educational Television (ETV) programs, multimedia programs, graphic training aids (GTAs), Joint Optical Information Network (JOIN) Films, DA audio visual programs (DAAVPs), Individual Training Plan (ITP), Course Administrative Data (CAD), Programs of Instruction (POIs), learning analysis and design, target population descriptions, media needs statements, master training schedules, training support materials, doctrinal publications, training test support packages, training chapter of O&O plans, DTT, DET, and MTT training materials.

3.  Maintains record files for job analysis, task analysis, MOS/SC studies, learning analysis and design, course management plans, tasks lists, Soldier’s Manual/Trainer’s Guide, media needs statements, and training chapter of O&O plans.  Maintains file copies of DTT, DET, and MTT training materials, Individual Training Plans (ITPs), Programs of Instruction (POIs), Master Training Schedules, and resident training materials.

4.  Schedules and conducts/develops job analysis, critical task and site selection, task analysis, soldier training publications, ACCP lessons, JOIN Films, multimedia programs, Distance Learning Training Material, ETV programs, GTAs, DAAVPs, ITPs, CADs, and POIs.

5.  Evaluates and/or provides input to training device documents, ARTEP-MTPs and Tactical Techniques, POI implementation order, ARPRINT, class schedules, doctrinal publications, TEAs, System ORD/LOA/LR, training input to QQPRI, BOIP, TEAs, NET plans, STRAPS, JOAS, ILSAR training data, New Equipment Technical Manuals, factory/IKP training packages, new equipment test plans, academic facility SOWs, MOUs/MOAs, and civilian contracts in support of RDOT actions and training regulations.

6.  Establishes and maintains audit trail for all training development products.

7.  Conducts resident instruction for assigned courses.

8.  Conducts test player training, DTT, DET, and mobile training.

9.  Approves training schedules and training support material.

10.  Provides subject matter experts for training development.

11.  Prepares/provides input for the TRADOC Status Report (TSR).

12.  Implements training site selection, programs of instruction, selected methods and media, course management plans, master training schedules, and all training support materials and tests.

13.  Begins a program of instruction as directed by the POI Implementation Order.

14.  Provides input to TD workload planner, TRM, SMDR, TDA, COB, and BER.

15.  Recommends graduation, recycle, reclassification, or relief of students.

16.  Conducts academic counseling of resident students and prepares the Academic Efficiency Report.

17.  Identifies requirements for training aids and devices, equipment, training areas, facilities, and personnel required to support programs of instruction.

18.  Provides instructional support for NETT, DTT, MTT, and DET as required.

19.  Coordinates instructor development programs and maintains instructor qualification files.

20.  Operates and maintains instructional facilities by performing required maintenance, fire prevention, security, police, and safety functions.

21.  Recommends approval for school waivers to RDOT.

22.  Develops course management plans as needed.

23.  Serves as the technical advisor to the department director for training and development for assigned MOS/FA.

24.  Plans and conducts RC and NG training and training support.

25.  Plans, design, develops, and implements distance learning.

26.  Provides input to MANPRINT data.

27.  Provides subject matter expertise for Joint Optical Information Network (JOIN).

28.  Requisitions, stores, and issues materials used to support training.

29.  Signs and maintains custodianship of training buildings and facilities.

30.  Prepares facilities engineer work requests.

31.  Prepares training aids support requests or work orders. 

32.  Prepares repair orders for course support equipment repairs.

33.  Operates Automated Instructional Management Systems (AIMS) terminals to input student data and to retrieve student information and resource information.

Technology Integration Division 

1.  Develops, maintains and monitors CSS budget and procurement actions as well as Supply Credit Card Account, Self-Service Supply Center (SSSC), and Print Plant funds.  Manages all aspects of the CSS Supply section to include expendable supplies, property book and hand-receipt issues.

2.  Manages a Help-Desk facility responsible for providing technical assistance and expertise to CSS staff and faculty as well as many other organizations on Fort Gordon in resolving complex automation and networking problems. 

3.  Operates/maintains LAN/automation systems and networks used to support training and training management. 

4.  Provides Professional Development Network services to CSS, ROA and the NCO Academy in evaluating and implementing improved network services and interfaces.

5.  Manages/monitors all CSS contract agreements insuring services are provided in a timely manner.  Reviews all contracts on a periodic basis to ensure level of services are still required.  Submits appropriate paperwork to renew necessary contracts.

6.  Maintains two local area networks and all computer systems within the CSS.

7.  Does acquisition for CSS. 

Supply Branch
1.  Requisitions, stores and issues support materials for the department in compliance with supply regulations, directives and authorization documents.

2.  Coordinates procurement, distribution, and use of supplies,

communications, communications support, and COMSEC equipment; and

logistical services required to support academic training.

3.  Conducts periodic inventories to ensure compliance with all

directives for correct disposition of supplies and equipment within the department.

4.  Maintains property accountability within the school.

5.  Provides feeder information for equipment authorization documents and budget requirements.

6.  Manages the department’s budget to include the day-to-day status of funds obligated for supplies, Credit Card, and equipment.

7.  Provides representation to training readiness reviews and maintenance management committees.

8.  Provides pick-up and delivery service for equipment and training material to and from logistics and maintenance support agencies and training divisions.

NOT USED





REGIMENTAL NONCOMMISSIONED OFFICER ACADEMY

MISSION

Manages Army‑wide training for Signal noncommissioned officers, both active and reserve components.  Conducts resident instruction.  Plans future technical training.  Performs job task and training analysis, design, development and validation.  Counsels students.  Optimizes effectiveness and efficiency of training.  Develops, reviews, verifies, and validates doctrinal literature, training support materials and soldier training products.  Provides command and administrative control, to include logistical support, to all assigned and attached Basic and Advanced Noncommissioned Officer Course (BNCOC/ANCOC) students and permanent party personnel.  Provides required training to cadre personnel to perform U.S. Army Training and Doctrine Command (TRADOC) and Fort Gordon tasks as assigned.

FUNCTIONS

Office of Commandant

1.  Plans, directs, controls, coordinates, and manages all activities of the Academy.  Serves as the advisor to the Signal School Commandant and Post Sergeant Major on matters of training, training development, and doctrine pertaining to the programs for which the Academy has responsibility.

2.  Directs implementation of Department of the Army (DA), TRADOC, USASMA, and

USASC&FG directives.  Sets policy and precedence within the Academy.

3.  Approves course management plans, lesson materials, graphic aids and other audio‑visual or computer related training programs for BNCOC/ANCOC courses.  Approves Course Administrative Data (CAD) input and Program of Instruction (POI) for ANCOC/BNCOC courses.

4.  Performs internal control, logistics and maintenance management.

5.  Provides command, control, administrative and logistical support for personnel assigned and attached to the Academy.

6.  Controls the Academy’s student elimination program.

7.  Manages TRADOC Status Report for the Academy.

8.  Spreads Tables of Distribution and Allowances (TDA) authorizations.

9.  Coordinates all civilian personnel actions for the Academy.

10.  Manages the Academy’s input to the USASC&FG Staff Issues.

11.  Coordinates and approves the preparation of replies to

congressional, special interest, or related inquiries.

Administrative Branch/Sl

1.  Advises the Academy Commandant and Staff on necessary matters pertaining to S1 functions.

2.  Provides administrative support for the Academy, including forms and records management, and the processing, receiving and dispatching of all incoming and outgoing correspondence.

3.  Prepares, edits and types various reports and correspondence pertaining to students, staff and cadre personnel.

4.  Consolidates requirements and requisitions.  Distributes regulations and technical manuals for all Academy assets.

5.  Coordinates military personnel operations for the Academy: reviews, processes and makes recommendations on military personnel actions.

6.  Maintains accountability of all students in training by class designation.

7.  Provides general typing for other elements of the Academy on an as‑needed basis.

8.  Maintains and reviews SIDPERS rosters to include strength verification.  Inputs SIDPERS transactions.

9.  Coordinates the Academy reenlistment program.

10.  Supervises the Academy postal and mail operations.

11.  Conducts the Academy safety program.

12.  Manages the Academy awards program for both military and civilian employees.

13.  Coordinates the receiving and processing of NCO Academy students.

14.  Monitors student out‑processing.

15.  Supervises and coordinates military personnel strength accounting operations, to include collection of statistical data.

16.  Nominates qualified personnel to fill service school quotas and verifies qualification eligibility of individuals applying for school training in coordination with Academy operations.

Operations Branch S21S3

1.  Advises the Academy Commandant and staff in training matters, projects and directives pertaining to S2/S3 operations.

2.  Coordinates input to job analysis, critical task selection and soldier training products.  Plans training device documents, Technical Education Course (TEC) lessons, Army Correspondence Course Program (ACCP) lessons, Individual Training Plan (ITPs), doctrinal publications, and individual and collective training plans (ICTPs) for BNCOC/ANCOC courses.

3.  Recommends approval for the following: TEC lessons, ACCP lessons, training device documents, ETV programs, doctrinal publications, trainer input to Qualitative and Quantitative Personnel Requirements (QQPRI), Basis of Issue Plan (BOIP) final draft (FD) inputs, Individual and Collective Training Plans (ICTPs), training test support packages, and the training chapter to Operational and Organizational (0&0) plans.

4.  Develops/conducts the Academy’s quality control program related to training and training development processes using evaluation procedures and knowledge of advanced educational and training technologies related thereto.

5.  Recommends approval for class schedules, and requisitions for automation equipment.

6.  Tasks, monitors, evaluates and approves for submission, training development products written in the training branch.

7.  Develops and revises Academy’s LOIs, policy letters,  and SOPs related to training, training development, and training management.

8.  Represents the Academy on school‑wide committees chartered to study training and training development problems.

9.  Coordinates staff and faculty training for the Academy.

10.  Processes permanent party school quotas and allocations.

11.  Coordinates civilian training for the Academy.

12.  Collects, computes and analyzes data pertaining to training in the Academy.

13.  Manages Academy programs to maintain/improve the technical and professional proficiency of the Academy staff and faculty.

14.  Monitors diagnostic and remedial physical training.

15.  Provides staff supervision on matters pertaining to physical security.  Performs physical security, crime prevention, and key control inspections.

16.  Implements safety, security, OPSEC, crime prevention, threat and internal control programs for the Academy.

17.  Prepares and submits the Academy’s input for the peacetime and mobilization TDAs.

18.  Manages the Academy’s budget to include the day‑to‑day status of funds obligated for TDY, overtime, and civilian training.  Maintains records to compare obligations versus actual expenditures of funds.

19.  Serves as major point of contact for manpower functions, surveys, and Schedule X.

20.  Develops the Academy information system plan.

21.  Coordinates the Academy’s input to Manual of Organization, Missions, and Functions.

22.  Coordinates and conducts parades, reviews, graduations and other ceremonies.

23.  Manages the Academy history file.

24.  Conducts the Academy equal opportunity and race relations programs.

25.  Coordinates and implements the Command Assistance Program for the Academy.

26.  Maintains regulations, directives, and file libraries.

27.  Supervises athletic and recreational activities for the Academy.

28.  Plans, coordinates and manages programs and projects common to all divisions within the Academy.

29.  Manages the Army Credit Card Program.

30.  Manages instructor certification and competition for awards.

31.  Manages test control office.

Supply Branch/S4

1.  Coordinates the logistical support and services to units of the Academy.

2.  Coordinates procurement, distribution and use of supplies, communications and communications support equipment and logistical services required to support academic training.

3.  Coordinates the acquisition, allocation and utilization of buildings and facilities within the Academy.  Initiates requests for new construction, maintenance and/or renovation of facilities: monitors the self‑help program.

4.  Requisitions, stores and issues support materials for the Academy in compliance with supply regulations, directives and authorization documents.

5.  Develops internal supply procedures and conducts periodic inspections of Academy activities; supervises command supply discipline program; and processes actions on lost, damaged or destroyed property.

6.  Conducts periodic inventories to ensure compliance with all directives for correct disposition of supplies and equipment within the Academy.

7.  Maintains property accountability within the Academy.

8.  Controls and monitors expenditures of self‑service supply account.

9.  Plans and coordinates transportation and vehicle requirements.

10.  Monitors equipment maintenance status to include facilities and vehicles.  Coordinates with USASC&FG activities for necessary maintenance support.

11.  Requisitions and monitors the use of ammunition used in weapons firing exercises.

12.  Coordinates the logistics support and services to the companies of the Academy.

13.  Administers the following programs for the Academy:

    a.  Fire protection and prevention.

    b.  Utilities conservation.

    c.  Equipment maintenance.

    d.  Supply discipline.

    e.  Energy conservation

Training Development Branch

1.  Manages the Systems Approach to Training (SAT) process for the Academy.  Directs and provides supervision to elements in the analysis, design, development and validation of individual training material and the conduct of MOS studies.

2.  Reviews and coordinates training resource requirements with the Training Divisions and RDOT to include equipment, facilities, personnel, support equipment and funds.

3.  Develops and provides MANPRINT data.

4.  Plans and manages jointly conducted instructional programs.  Manages the requisition, and maintains the master files for materials used in support of training.

5.  Monitors the training development audit trail.

6.  Plans and develops procedures for and manages the validation of training and training products developed within the Academy.

7.  Supervises and manages training development in support of a training division.

8.  Maintains record files for job analysis, task analysis, MOS studies, learning analysis and design, course management plans, and training chapter of O&O plans.

9.  Establishes and maintains audit trail for all training development products.

10.  Develops course management plans as needed.

Companies/Training Divisions (BNCOC/ANCOC)

1.  Performs command and control functions for assigned and/or attached personnel.

2.  Conducts/coordinates non‑academic training for assigned and attached personnel.

3.  Provides soldierization, physical and professional development training for assigned and/or attached personnel.

4.  Plans, supervises and inspects permanent party and student soldierization training, to include Common Tasks and Phased Training.

5.  Monitors student progress and analyzes statistical data pertaining to training effectiveness, such as test results, attrition data, absenteeism, and validation data.  Develops alternatives and provides workable Solutions to training, training development, and training management problems.

6.  Develops and revises or provides input to job analysis, task analysis, soldier training products, MOS studies, AR 611‑201 actions, ACCP lessons, graphic training aids (GTAs), Individual Training Plan (ITP), Course Administrative Data (CAD), Programs of Instruction (POIs) learning analysis and design, target population descriptions, master training schedules, training support materials, doctrinal publications, and the training chapter of O&O plans.

7.  Conducts resident instruction for assigned courses.

8.  Manages the storage and issue of materials used in support of training.

9.  Approves training schedules and jointly approve training support material.

10.  Provides subject matter experts for training development.

11.  Implements training site selection, POI, selected methods and media, course management plans, master training schedules, and all training support materials and tests.

12.  Initiates a POI as directed by the POI Implementation Order.

13.  Provides input to academic facilities Performance Work Statement (PWS), installation contract, TRM, SMDR, TDA, COB, BER, and civilian contracts in support of training.

14.  Recommends graduation, reclassification, or relief of students.

15.  Performs academic counseling of resident students and prepare the Academic Efficiency Report.

16.  Identifies requirements for training aids and devices, equipment, training areas, facilities, and personnel required to support POIs.

17.  Implements security intelligence plans and policies.

18.  Coordinates instructor development programs and maintains instructor qualification files.

19.  Operates and maintains instructional and billeting facilities by performing required maintenance, fire prevention, security, police and safety functions.

20.  Recommends to RDOT approval for school waivers.

21.  Serves as the advisor to the Director of Training and Doctrine for assigned MOSs worldwide.

22.  Exercises responsibility for the control of all security matters required for classified material including CRYPTO training programs, facilities, and secure devices.

23.  Provides each class a small group leader in accordance with TRADOC Reg 351‑10, or as a minimum a permanent party advisor of the same MOS to serve as a counselor and role model.

24.  Provides Small Group Instruction (SGI) in Drill and Ceremonies, Physical Training, Inspections and Leadership Skills.

25.  Coordinates college and other self improvement programs for students through the education center, learning centers and local colleges.

26.  Exercises responsibility for coordinating the following support activities as a minimum:

    a.  Equipment issues.

    b.  Dining facilities.

    c.  Individual Learning Centers.

    d.  Research libraries.

    e.  Chapel activities.

    f.  Gymnasiums.

    g.  Medical Support Facilities.

DIRECTORATE OF HEALTH SERVICES

MISSION 

Advises the Installation Commander and Staff on the overall health of the command, training of nonmedical troops in military sanitation, personal hygiene and emergency medical training, investigates conditions affecting the health of the command, and supervises the execution of measures for prevention and control of disease within the command. 

DIRECTORATE OF DENTAL SERVICES

MISSION

Responsible for establishing and managing the installation Dental Care Program.  Responsible to the Commanding General, U.S. Army Signal Center and Fort Gordon (USASC&FG), for dental readiness and deployability of all assigned military personnel.

Section II.  NSCCE
NATIONAL SCIENCE CENTER 

FOR

 COMMUNICATIONS AND ELECTRONICS

MISSION 
The National Science Center for Communications and Electronics (NSCCE) is a partnership effort between a private foundation, NSC Discovery Center Inc, and the Army established to support and improve science, math, communications and electronics education and training; stimulate interest in technology and science; improve technical literacy; and facilitate technology transfer.


FUNCTIONS

Office of the Director
1.  Serves as Director of the National Science Center for Communications and Electronics, overseeing operations of programs for the total institution, both the exhibits facility at Fort Discovery and the national educational outreach programs.

2.  Represents the Commanding General, who is the Executive Agent for the Secretary of the Army, in all military matters relating to NSCCE.

3.  Establishes policy and provides expertise and guidance on all aspects of NSCCE pertaining to the educational mission.

4.  Serves as principal for activities with other outside agencies, specifically for those involving partnerships with Department of Defense (DOD), federal agencies, state and local governments, public education, and higher education academia.

5.  Coordinates with all levels of Army commands to carry out national mission of educational outreach and meet Department of the Army (DA) rules and regulations.

6.  Develops contacts, coordinates with, and makes presentations to other science centers, academia, governmental agencies, and related professional foundations and organizations, nationally and internationally, maximizing mutual efforts to reach the public.

Operations and Administration Branch
1.  Serves as advisor to the Director on all issues relating to resource management, operating policies and directives, organizational studies, fiscal policies and management, logistics, and personnel.

2.  Supervises staff for administration and logistics, to include supplies, property book, records management, mailroom procedures and controls, and agreements.

3.  Tracks manpower requirements and allocations, Tables of Distribution and Allowances (TDAs), and Schedules X, serving as point of contact for civilian personnel matters.

4.  Serves as point of contact for fiscal resource management, tracking budget requirements and expenditures, coordinating with all departments, and monitoring special funds.

5.  Ensures that government property is secured, maintained, and accounted for in accordance with (IAW) government regulations.

6.  Serves as the point of contact for issues responsive to Fort Gordon regulations and policies, such as energy conservation, physical security, operational security, classified documents, safety, fire marshal, and standards of conduct.

Discovery Center 
1.  Establishes educational requirements for Fort Discovery exhibits areas, to provide interactive, informal educational experiences in science and technology.

2.  Supervises staff and manages resources to provide educational services correlating to exhibits, demonstrations, and science activities. 

3.  Develops concepts, initiates design, and evaluates interactive hands-on devices to convey principles and applications of physical science, math, and communications/electronics technology to an audience representing all ages and levels of knowledge, both in-house and as traveling exhibits.
Exhibits and Special Programs/Engineering and Automation Branch

1.  Formulates, conducts, manages, and evaluates informal education programs to include demonstrations, exhibit-related instruction, workshops, and seminars.

2.  Designs, develops, and produces publications and materials to supplement educational information and activities in Fort Discovery, to include pre- and post-visit kits for use by school groups, brochures, information packets, and flyers.

3.  Coordinates activities with organizations such as school systems, military groups, and civic groups for appropriate scheduled visits, tours, briefings, specialized workshops or training sessions.

4.  Participates in recruiting of volunteers for NSCCE and trains the corps of volunteers to serve as exhibit "explainers," assist with preparation and implementation of educational programs, or provide receptionist and clerical services.

5.  Develops contract requirements and monitors contracts as needed to support educational activities in the science center.

6.  Advises management on issues of automation, telecommunications, networking, and other technical requirements for operating the building and conducting the educational programs.

7.  Supervises staff and resources to provide technical expertise and support to NSCCE mission accomplishment.

8.  Provides the electronic outreach through nationwide data networks such as the World Wide Web page and automated bulletin boards for NSCCE to exchange information and materials with a national audience of educators and trainers involved in electronics, math, and science education.

9.  Operates a computer control center which provides overall management of exhibits, data, telecommunications, and security systems supporting the NSCCE.

10.  Provides technical services for NSCCE satellite broadcasts and for downlinked programs, including distributed video systems.

11.  Serves as the point of contact for acquisition, operation, training, and maintenance of the computer software, hardware, and peripherals throughout NSCCE, including office automation, classroom requirements, and exhibitry.

12.  Develops and monitors contracts required for engineering and computer programming support services.

Education and Technology Branch
1.  Establishes program policy and manages the planning and implementation for various education and training programs that promote physical science, math, and technology off-site from Fort Discovery and across the nation.

2.  Supervises all Education Outreach personnel, operations, and resources.

3.  Establishes cooperative agreements and partnerships with academic institutions around the country, the DOD, Education, Labor, and Commerce, local and state government educational agencies, the National Guard, Cadet Command, Army Reserves, Recruiting Support Battalion and other entities involved in educational missions.

4.  Develops, conducts, and evaluates various teacher training workshops, train-the-trainer sessions, student workshops and camps, camp coordinators conferences, and presentations at other conferences relevant to supporting math and science education.

5.  Establishes and operates teacher resource centers, offering items to support classroom science education to users from an on-site location at Fort Discovery and off-site through satellite centers or via electronic media.

6.  Develops and publishes the NSC newsletter.

7.  Develops publications to support workshops and camps, to include curricula, brochures, applications, and other descriptive hand-outs.

8.  Develops, produces, and broadcasts by satellite, teleconferences on science and math education themes to school systems across the nation on a regular basis.

9.  Manages the Mobile Discovery programs that go to schools regionally and nationally, presenting science/technology programs via multi-media, demonstrations, and portable exhibits.

10.  Develops and monitors all contracts necessary to support the educational outreach mission.

    Section III.  Allied Liaison Offices and Liaison Offices, Fort Gordon  

                  U.S. Army Elements/Detachments at other installations

Allied Liaison Offices

CANADIAN FORCES LIAISON OFFICER

MISSION

The position of Canadian Forces Liaison Officer was established under the auspices of the American, British, Canadian and Australian (ABCA) standardization program.  The aims of this program are:

    a.  To ensure the fullest cooperation and collaboration among the signatory Armies;

    b.  To achieve the highest possible degree of interoperability among the signatory Armies through materiel and non-material standardization; and

    c.  To obtain the greatest possible economy by use of combined resources and effort.

The role of the Canadian Liaison Officer to the U.S. Army Signal Center and Fort Gordon is to meet the ABCA aims by facilitating the two way flow of Signal related information between Canada and the United States.

FRENCH LIAISON OFFICER

MISSION

The mission of the French Liaison Office is aimed towards three issues:

    To increase the interoperability with the U.S. Army;

    To facilitate the standardization of procedures and equipment;

      and,

    To promote the French Army image within the U.S. Army.
Peacetime missions:

The Liaison Officers are accredited to School or agencies of the U.S. Army.  They collect information given by these agencies and report them to the French Army General Staff, in order to promote mutual understanding.  When they are permitted to, they attend maneuvers, exercises or tests to achieve their mission.  In accordance with the Military Attache’ in the French Embassy, they attend conferences about matters of mutual interest.  They may deliver information about the French Army to staff or trainees whenever they are asked for.  They have to support French trainees if some are attending courses in the School they are accredited to.

Wartime missions:

In accordance with a mutual agreement between the French Army General Staff and the U.S. Army, the liaison officers will be employed in crisis or war in such a matter that optimal use is made of their expertise and language skills.

GERMAN ARMY LIAISON OFFICER

MISSION

The Department of the Army of the United States of America and the Federal Minister of Defense of Germany agreed to the following tasks of Army Liaison Officers:

Peacetime Tasks:

The Liaison Officers are accredited to agencies of each other’s Army.  They obtain information from these agencies and report them in order to promote mutual understanding.  They inform and advise their respective commanders and their officers on matters of mutual interest.  They take part in maneuvers, exercises and service tests where attendance for this purpose is permitted.  Moreover they assist in the coordination of all matters concerning the cooperation of the two Armies, especially Army Staff Talks, and carry out individual tasks assigned by their superior national agencies.

Wartime Tasks: 

The liaison officers will be employed in crisis or war in such a manner that optimal use is made for the United States of America and the Federal Republic of Germany of their expertise and language skills.
Liaison Offices, Fort Gordon

U.S. NAVY SUPPLY CORPS SCHOOL DETACHMENT

MISSION

Provides logistical and administrative support for all Navy instructors and students attending Army courses at U.S. Army Signal Center and Fort Gordon.  Acts as Navy representative to the Commander, U.S. Army Signal Center and Fort Gordon.

NATIONAL SECURITY AGENCY LIAISON

MISSION

Serves the Commanding General (CG), USASC, as an Information Security (INFOSEC) advisor on all INFOSEC-related matters.  Provides a focal point between National Security Agency (NSA) and USASC to facilitate good working relationships and maintain communications. 
OPERATIONAL TEST & EVALUATION COMMAND

TEST & EVALUATION COORDINATION OFFICE

MISSION

Provides on-site liaison between OPTEC and the TRADOC Proponent Center.  Provides operational test and evaluation (T&E) expertise and assistance to the TRADOC proponent activity and support to OPTEC elements at host installations.
U.S. MARINE CORPS DETACHMENT

MISSION

Marine Corps Representative/Commanding Officer 

Serves as the representative of the Commandant of the Marine Corps to the Signal Center and provides direct liaison between USASC&FG and activities and personnel of the Marine Corps.

Serves as senior representative of the Marine Corps present at official and social functions when appropriate.

Serves as the established Marine Corps liaison for Dwight David Eisenhower Army Medical Center and/or other organizational commands.

Reviews and evaluates course instructional material, pertaining to courses attended by Marine Corps Personnel, for validity and applicability.

Provides information on latest Marine Corps policy, doctrine, and developments.

Marine Corps Detachment Administrative Section

Provides and/or coordinates all administrative and logistical support requirements for all Marine Corps Personnel, to include Marines hospitalized at Dwight David Eisenhower Army Medical Center.

To provide administrative support for all Marines assigned to the Marine Corps Detachment to include, permanent personnel, students, and Marines hospitalized at Dwight David Eisenhower Army Medical Center.

Ensures that professionalism and exemplary standards of conduct, performance, personal appearance, physical fitness, and standards of required training are met by permanent and student personnel.

U.S. Army Elements/Detachments at other installations

United Kingdom Detachment

1.  Provides resident instruction support to the School of Signals at Branford Camp, England as the American Exchange Officer.

2.  Provides exchange noncommissioned officers (Grade E9) for 8th Signal Regiment, Catterick Garrison, England.

Organizations at U.S.Air Force Installations 
1.  Conducts, in conjunction with the U.S. Air Force, resident instruction for USASC&FG proponent courses located at Keesler, Sheppard, Lackland and Vandenburg Air Force Bases.

2.  Assists in preparation and/or review of doctrinal, organizational and materiel-related products, Army-Wide and Command-Wide training literature, nonresident materials, and MOS test materials.

3.  Assists in preparation of Job Task Data Cards, Training Analysis Information Sheets, and Evaluation Planning Information Sheets for resident course for which USASC&FG is proponent.

4.  Exercises responsibility for the Regimental Director of Training, USASC&FG, provides command, control, administrative and logistical support for all assigned and attached U.S. Army military personnel (instructional cadre and students) at Keesler and Sheppard Air Force Bases.
Section IV.  Tenant Activities 

TRICARE REGION 3

AND

SOUTHEAST REGIONAL MEDICAL COMMAND

MISSION

Advises the Installation Commander and Staff on the overall health of the command.  Accountable to the Commander, U.S. Army Medical Command for executive level leadership of all Army medical activities across a 6 state geographical area.  Responsible for the readiness status of MEDCOM units and interactions with 34 Army Medical Department Reserve Component Units located within the regional area.  Supervises regional Veterinary Activities.  Serves as the Lead Agent for the Department of Defense Health Services Region 3, coordinating the Department of Defense Managed Care Contract for all military services medical activities in a 3 state geographical area.

DWIGHT DAVID EISENHOWER ARMY MEDICAL CENTER (DDEAMC)

MISSION

The Deputy Commander for Medical Operations, DDEAMC, advises the Installation Commander and Staff on the overall health of the command, training of nonmedical troops in military sanitation, personal hygiene and emergency medical training, investigates conditions affecting the health of the command and supervises the execution of measures for prevention and control of disease within the command.

U. S. ARMY SOUTHEAST DENTAL SERVICE SUPPORT AREA

AND

U. S. ARMY DENTAL ACTIVITY

MISSION

Provides responsibility for establishing and managing the Installation Dental Care Program.  Responsible to the Commanding General, USASC&FG, for dental readiness and deployability of all assigned military personnel.

U.S. ARMY AREA DENTAL LABORATORY

MISSION

The primary mission is to support all requests for fabrication of prosthodontic devices from any Department of Defense (DOD) based dental care provider.  This mission will be carried out in a timely manner at the highest quality level possible.

The secondary mission is to provide advanced training for both military and civilian dental laboratory technicians and dental care providers to enhance their professional skills and ability to provide dental support in a deployed status.

The third mission is to provide support in dental materials research as required by DOD dental facilities. 

HEALTHCARE ACQUISITION ACTIVITY

SOUTHEAST CONTRACTING CENTER

U.S. ARMY MEDICAL COMMAND
MISSION

Advises the Southeast Regional Medical Command, Lead Agent, and Army Medical Facility Commanders on acquisition procedures and policies.  Responsible for providing acquisition/contracting support to all medical facilities/activities within the Southeast Region.
SOUTHEAST VETERINARY SERVICE SUPPORT AREA

MISSION

Provides military veterinary inspection services and animal care to authorized patrons and Department of Defense (DOD) Agencies in support of the U.S. Army Veterinary Command and the Southeast Regional Medical Command.  Responsible for the readiness of subordinate Veterinary units and interactions with Veterinary Reserve Components located within the Regional Veterinary Area Command.
U. S. ARMY LOGISTIC ASSISTANCE OFFICE

MISSION

Represents the Commander, U.S. Army Materiel Command (AMC) at Headquarters, U.S. Army Signal Center and Fort Gordon (USASC&FG), in all logistic matters of mutual interest; provides a focal point for matters involving concepts, doctrine, training and materiel acquisition process, and for the exchange of logistic information between USASC&FG and AMC and its subordinate elements; performs liaison activities as required to foster good customer relations; improves service to the customer, and assists in resolving major nonroutine problems within the AMC area of responsibility;  assesses and evaluates effectiveness of the Logistics Assistance Program from a customer and AMC point of review. 

ARMY AND AIR FORCE EXCHANGE SERVICE (AAFES)

MISSION

Provides merchandise and services of necessity and convenience to authorized patrons at uniformly low prices.

Generates reasonable earnings to supplement appropriate funds for the support of Army and Air Force morale, welfare, and recreation (MWR) programs.

COMMUNICATIONS AND ELECTRONIC COMMAND (CECOM)

INTELLIGENCE ELECTRONIC WARFARE (IEW) REGIONAL SUPPORT CENTER (RSC)

MISSION

Provides resident and deployable, total IEW maintenance support services to maintain and sustain state-of-the-art, technologically advanced IEW systems and equipment for Echelon Above Corps (EAC), Military Intelligence (MI) missions.  Provides customers with a single point of contact for all IEW maintenance and related activities within an assigned Theater of Operations, with additional interface support services, world-wide.  Provides customized IEW maintenance support to the Battlefield Commander for contingency deployments. 

DEFENSE ACCOUNTING OFFICE

MISSION

To support and sustain Army and Joint Operations by providing pay and disbursing services to Fort Gordon, as well as providing timely travel, accounting, and commercial vendor contract payments.  Our mission is divided into two general areas:

     -  Service provided to individuals

     -  Service provided to organizations

Individual support includes pay entitlements for soldiers and their families.  We also process soldiers pay inquiries as well as travel payments to soldiers and civilians funded by Fort Gordon.  Organization support include the units/activities assigned to Fort Gordon as well as tenant units/activities.  This includes processing all areas of financial support from accounting services to providing change funds on post. 

COMMISSARY STORE, SOUTHERN REGION

DEFENSE COMMISSARY AGENCY

MISSION

The Fort Gordon Commissary, under the direction of the Defense Commissary Agency through its Southern Regional Headquarters, is responsible for providing quality groceries at the lowest possible cost to active duty military members, retirees, members of the Reserve and National Guard, and their families.

DEFENSE PRINTING SERVICE DETACHMENT BRANCH OFFICE

MISSION

Serves as the authorized printing/duplicating and binding service for the U.S. Army Signal Center and tenant activities.  This service was established to provide printing, technical guidance and assistance to the customer, ensuring that the assigned mission will be accomplished by the most effective, efficient and economical methods.

DEFENSE REUTILIZATION AND MARKETING OFFICE

MISSION

Serves as the Defense Logistics Agency (DLA) representative and technical authority on disposal matters within the geographical area.  Administers, for the Defense Reutilization and Marketing Service Commander, property disposal service operations including receipt, control, warehousing and preparation of disposable property for reutilization, donation, sale or other dispositions in support of the military services, other federal agencies, contractors and authorized customers.

Promotes and assists in the establishment and maintenance of a viable, effective Department of Defense (DOD) Precious Metals Recovery Program within this geographic area.

Manages the disposal of hazardous and toxic substances.

DETACHMENT 1, 338th TRAINING SQUADRON (USAF)

MISSION

Detachment 1, 338th Training Squadron, Fort Gordon, Georgia, is a unit of the 81st Training Wing, Keesler AFB, Mississippi, under the Air Education and Training Command (AETC).  Instructor personnel assigned to Detachment 1 support Fort Gordon’s multiservice and Air Force unique communications training.  Detachment staff provide command and administrative support to Air Force permanent party and Air Force, Army, Department of Defense (DOD), and international students (officer, enlisted, and civilian) who are in permanent change of station (PCS) or temporary duty (TDY) status.  Maintains liaison between U.S. Army Signal Center and Fort Gordon (USASC&FG), AETC, and major Air Force Commands whose personnel are involved in training.  Monitors training and performs other mission support as assigned by Commander, 81st Training Wing. 

FORT GORDON RESIDENT AGENCY, THIRD REGION,

U.S. ARMY CRIMINAL INVESTIGATION COMMAND

MISSION

Provides criminal investigation support to all U.S. Army elements within the assigned geographical area of responsibility.  The primary mission of the United States Army Criminal Investigation Command (USACIDC) is to investigate serious crimes (usually felonies).  Further, USACIDC conducts sensitive and special interest investigations.

Maintains continuing liaison with Federal, State and local law enforcement agencies and with military intelligence units on matters pertaining to criminal activities.  Conducts other investigative tasks and performs personnel security missions as assigned by higher headquarters.

Supervises, coordinates and controls Army criminal investigations and crime surveys.  Provides logistical surveys and investigation for units departing or returning from deployment.  

Maintains continuing liaison with the local staff and Commanders, or other designated representatives on criminal investigation matters within their area of responsibility or involving personnel assigned to their Command or Section.

The area of responsibility for the Fort Gordon Resident Agency, Third Region, USACIDC covers 30 counties in Northeastern Georgia and 12 counties in Western South Carolina, as follows:

The Fort Gordon Military reservation, which is the primary military facility in the Resident Agency’s area of responsibility, is located on 56,000 acres, 9 miles southwest of Augusta, Georgia, with a population of over 22,000.  The Central Savannah River Area (CSRA), which encompasses the Augusta, Fort Gordon area, has a population of over 360,000 people.

Counties in area of responsibility of the Fort Gordon Resident Agency are:

    State of Georgia:  Baldwin, Banks, Burke, Clarke, Columbia, Elbert, Emanuel, Franklin, Glascock, Greene, Hancock, Hart, Jackson, Jefferson, Jenkins, Johnson, Lincoln, Madison, McDuffie, Morgan, Oconee, Oglethorpe, Putnam, Richmond, Stephens, Taliaferro, Warren, Washington, and Wilkinson.

    State of South Carolina:  Abbeville, Aiken, Allendale, Anderson, Barnwell, Edgefield, Greenville, Hampton, Laurens, McCormick, Oconee, Pickens, and Saluda.  

GTE GOVERNMENT SYSTEMS

MOBILE SUBSCRIBER EQUIPMENT (MSE) RESIDENT SCHOOL

MISSION

Provides contracted training for new, high-tech system called Mobile Subscriber Equipment (MSE).  This system is a flexible, highly mobile, area communications system which provides encrypted voice and data service for any size force the Army might deploy, anywhere in the world.

The resident school trains officers, noncommissioned officers, enlisted soldiers and civilians to deploy, operate and maintain this modern tactical area communications system.  The school conducts the full range of academic and support functions.  It provides curriculum development, staff development, instructional presentation, equipment maintenance and property accountability.  The school has the ability and flexibility to meet Army equipment and organizational changes.

Instruction in the Resident School is designed around the use of computer based training.  Students use individual computer based training positions to perform all tasks that are part of their course of instruction.  These positions provide high fidelity visual realism while constantly referring the student to the technical manual which will be the common link between school training and performing in units after graduation.  Self-paced or timed, this training has proven to be very effective and easily accepted and used by the students.

Simulation was added to the training suite of equipment and devices when the Communications Network Simulator for Node Switch Operators opened.   Except for the obvious environmental difference between controlled classroom and actual field conditions, the operational experience gained by working within a deployed network is the same.  With the situation control and repetition allowed within the simulator, skill reinforcement is actually superior to that of real operations.  The simulated training is much more cost effective than deployment of a full network to the field.

ORDNANCE ELECTRONIC MAINTENANCE TRAINING DEPARTMENT

MISSION

Conduct resident training courses in electronic maintenance to meet Army-wide and other service training requirements in support of active and reserve component units.

Train ordnance soldiers in electronic maintenance Military Occupational Specialties 35D, 35E, 35F, 35J, 35L, 35N, 35Q, 35R and 35W, and warrant officers in Military Occupational Specialty 918B.  Warrant officer and Noncommissioned officer courses are trained under the operational control of the Signal Regimental Officer Academy and NCO Academy.

Conduct Basic Electronic Training (BET) for Signal and Ordnance soldiers undergoing Advanced Individual Training (AIT).

Provide technical support to the development and fielding of new equipment and systems.

Support the development of electronic maintenance doctrine, organizational structure, training programs and products.

RESIDENT ENGINEER, USA CORPS OF ENGINEERS, SAVANNAH DISTRICT

MISSION

Administers the military construction contracts at Fort Gordon and the civil works construction contracts within the Central Savannah River Area (CSRA) for the District Engineer.

REGIONAL TRAINING SITE - MEDICAL

RTS-MED

MISSION

To improve readiness of all Department of Defense (DOD) medical personnel and units by providing clinical and tactical training.

U.S. ARMY JUDICIARY, SECOND JUDICIAL CIRCUIT

MISSION

Provides judicial support to U.S. Army Signal Center and Fort Gordon, U.S. Army Training Center and Fort Jackson and other general court-martial jurisdictions, as designated by the Judge Advocate General.  Supervises the annual training of individual mobilization augmentee military judges and the military magistrate program within this judicial area as established in chapters 8 and 9, AR 27-10.

U.S. ARMY RESEARCH LABORATORY (USARL)

HUMAN RESEARCH AND ENGINEERING DIRECTORATE (HRED)

USASC&FG FIELD ELEMENT

MISSION

Provide guidance, consultation, and support for MANPRINT (Human Systems Integration) responsibilities and efforts at U.S. Army Signal Center and Fort Gordon (USASC&FG), with specific service to the Command Group, Directorate of Combat Developments, TRADOC System Managers, and Battle Command Battle Lab; support TRADOC requirements for integrating MANPRINT concerns and perspectives in requirements and system development documents and in tests and evaluations; serve as USARL representative and expert advisor on human factors issues, human performance problems and constraints, and design and conduct of appropriate experimentation and test and evaluation.  MANPRINT incorporates manpower, personnel, training, human engineering, system safety, health hazards, and soldier survivability.

U.S. ARMY TEST, MEASUREMENT AND DIAGNOSTIC EQUIPMENT

 SUPPORT CENTER

MISSION

Provides general purpose Test Measurement and Diagnostic Equipment (TMDE) calibration and repair support within an assigned geographic area of responsibility.  Directs internal TMDE support operations and ensures that the responsive service is provided to all customer organizations.  Maintains organizations calibration measurement standards in an operating condition with accuracies traceable through the Army calibration support system to the National Institute of Standards and Technology.

U.S. ARMY TRIAL DEFENSE SERVICE

MISSION

Provides specified defense counsel services for designated Army personnel whenever required by law or regulation, or authorized by proper authority.

Personnel serving as defense counsel are assigned to the U.S. Army Trial Defense Service (USATDS), U.S. Army Legal Services Agency (USALSA), Falls Church, Virginia with duty station at Fort Gordon, Georgia.

Provides defense counsel services for eligible personnel who are:  subject to investigation under Article 32, Uniform Code of Military Justice (UCMJ); under interrogation; to be placed in pretrial confinement; offered nonjudicial punishment under provisions (UP) Article 15, UCMJ; pending trial by summary, special or general court-martial; brought before Officer Elimination Boards of Inquiry UP chapter 3, AR 625-100; before reduction boards UP AR 600-200, chapter 7; involved in formal investigations UP paragraph 5-6, AR 15-6; prepare responses to Letters of Reprimand UP AR 600-37; before security clearance boards UP paragraph 6-5, AR 604-10; being processed for elimination or discharge UP AR 635-200, chapters 5, 9, 13 or 14, as required; pending Discharge for the Good of the Service UP AR 635-200, chapter 10; involved in Reports of Survey UP paragraph 4-10, 11, AR 735-11; being investigated for loss of funds UP AR 37-103; resigning in Lieu of Elimination UP AR 635-120, chapter 4; resigning for the Good of the Service UP AR 635-120, chapter 5; pending discharge in Lieu of Elimination UP AR 635-120, chapter 10; before Inspector General Investigations UP AR 20-1; and prepare responses to security clearance denials.

73D ORDNANCE BATTALION

MISSION

Provide technically trained soldiers who are combat ready to the United States Armed Forces and associated support for soldiers and families.

FORT GORDON MILITARY INTELLIGENCE DETACHMENT

308TH MILITARY INTELLIIGENCE BATTALION

902D MILITARY INTELLIGENCE GROUP

MISSION

To provide counterintelligence support to U.S. Army installations, technologies and personnel in order to deter the foreign intelligence threat.  The jurisdictional boundary of the detachment is 38 eastern counties in Georgia and the State of South Carolina.  The detachment accomplishes its mission by investigating incidents of suspected or actual espionage, subversion, sabotage, sedition, and terrorism directed against the U.S. Army and its personnel.  Additionally, the detachment is charged with investigating the illegal diversion of technology; unauthorized intrusion into U.S. Army computers; unauthorized disclosure of classified information, and other incidents of a counterintelligence nature.  The detachment also provides counterintelligence services to U.S. Army organizations in the areas of operational security (OPSEC), security education, and force protection.

324TH SIGNAL BATTALION (USAR)

Mission statement not received from activity.
2/347TH REGIMENT, 4TH BRIGADE

MISSION

Plan, conduct and evaluate company level and below lanes training exercises (LTX) for U.S. Army Reserve (USAR) and Army National Guard (ARNG) combat support and combat service support units.  Upon mobilization, assist CONUSA in USAE and ARNG unit validation.

63D SIGNAL BATTALION

MISSION

Worldwide deployment of a combat-ready signal battalion to provide reliable communications in support of Combined Operations, the Joint Staff, and Theater Army Commanders.

67TH SIGNAL BATTALION

MISSION

To plan, integrate, synchronize, and execute the deployment, installation, operation and sustainment of a tactical subscriber area communications system within a joint and/or combined theater communications network in an immature theater of operations; to include satellite, microwave, radio, digital group multiplexing equipment, and tactical voice, data, and record switching.
359TH SIGNAL BRIGADE (USAR)

MISSION

Direct and coordinate the installation and operation of the assigned portion of the TCS(A).

Provide command, control, and staff planning, coordination and supervision for a signal brigade consisting of two to seven signal battalions.

Provide interconnectivity between the corps rear area and the COMMZ.

Provide interface between the Theater Communications System and the Host Nation Tactical and Commercial Telecommunications System.
513TH MILITARY INTELLIGENCE BRIGADE

MISSION

As directed by Commander, INSCOM, conduct theater level multi-discipline intelligence, force projection, electronic warfare and information warfare operations in support of ARCENT and other deploying forces in war, support and stability operations by using tactically tailored, tiered deployment packages and split-based operations as required.

702D MI GROUP, REGIONAL SECURITY OPERATIONS CENTER (GRSOC)

MISSION

The Fort Gordon Regional Security Operations Center (GRSOC) is an element of the United States Cryptologic System and is managed by the U.S. Army Intelligence and Security Command.  The GRSOC is staffed by personnel from each branch of the military along with Department of Defense civilians.  The following Services are represented:

U.S. Army - 702d Military Intelligence Group, U.S. Army Intelligence and 

Security Command

            721st Military Intelligence Battalion

U.S. Navy - Naval Security Group Activity, Fort Gordon

U.S. Marine Corps - Company D, Marine Support Battalion

U.S. Air Force - 31st Intelligence Squadron

The primary focus of the GRSOC is to provide intelligence support to the warfighter.  A secondary but equally important role is to provide a robust operational and technical training facility so that military and civilian members assigned have the opportunity to build and maintain high levels of cryptologic and linguistic skills.

The GRSOC concept maximizes intelligence production in allowing us to meet customer requirements by pooling assets from the four services.

When the GRSOC reaches its full strength, it will have approximately 1,000 military and civilian personnel assigned.

31ST INTELLEGENCE SQUADRON (USAF)

Mission statement not received from activity.
COMPANY D, MARINE SUPPORT BATTALION

MISSION

To provide Marine Corps personnel in support of the Fort Gordon Regional Security Operations Center.

NAVAL SECURITY GROUP ACTIVITY

MISSION
Provides operations support in the joint Fort Gordon Regional Security Operations Center (GRSOC).  Provides Cryptologic Shore Support and direct support to U.S. and Allied Naval and Military operational forces.

3297TH UNITED STATES ARMY HOSPITAL

MISSION
Assist Dwight David Eisenhower Army Medical Center in satisfying the Caretaker Hospital backfill, provide peacetime medical support to the U.S. Army Reserve (USAR), perform peacetime command and control for assigned USAR units, and assign and/or attach personnel to other USAR units within C2 structure.
               249TH GENERAL HOSPITAL (CARETAKER)

                              MISSION

The 249th General Hospital (GH) is a 496-bed Deployable Medical Systems (DEPMEDS) facility which provides level IV (general and specialized medical and surgical care) hospitalization support and services for general classes of patients in the theater (Echelon Above Corps).  The GH serves as the primary conduit for patient evacuation to CONUS.  The 249th is capable of deploying an 84-bed slice to provide level III and IV hospitalization support and services for Military and Civilian Patients during Operations Other Than War (OOTW).  Also, capable of deploying hospital personnel by air to a preposition hospital, establish the hospital, organize for combat service support, and provide hospitalization support and services.

APPENDIX A

EXPLANATION OF TERMS

The terms below will be used in preparing statement of responsibilities and functions in the Organization Missions and Functions Manual.  Use of standardized terminology is essential to control mission assignment responsibility and prevent duplication of overlap in functions.

Accomplish 

To complete a  task, function, or mission.

Act 

To discharge duties of a specified office; to produce a desired effect, to give a decision; to carry out into action.

Administer 

To superintend or manage the execution, conduct of, or use.

Administration

The management and execution of military matters not included in tactics and strategy.

Administrative services 

Services included in the operational mission of the office; e.g., mail distribution; documents, files, forms, and records control; reference library; personnel management; historical records; security; supply; and monitoring TDY funds.

Advise 

To recommend a course of action; to counsel.

Analyze 

To study the factors of a situation or problem in detail.

Appraise 

To estimate the amount of or requirement for (such as a resource manpower, materiel, funds). 

Approve 

To sanction officially; to ratify; to endorse; to accept as satisfactory.  To sanction or ratify connotes exercise of command or delegate supervisory decision authority; to endorse as to content or intent connotes authority to recommend.

Arrange 

To make plans, come to an agreement, classify, or systematize.

Assign 

To appoint someone to a job or duty; to designate areas of responsibility to a job.

Assist 

To lend aid; to help; to give support to.  (Used to indicate support or aid in carrying out a function)

Audit 

To examine formally or verify accounts.

Authority 

The right to act or exact action by others within a prescribed area; the power to decide and to require that decisions are acted on.

Authorize 

To commission; to empower to act; to sanction.  (Connotes command or delegated supervisory authority)

Check 

To examine or compare for purposes of verification or determination of accuracy, progress, efficiency.

Collect 

To gather or assemble.

Combat developments (CD) 

A major component of force development which encompasses the formulation of concepts and doctrine for the employment of the United States Army forces in a theater of operations and the control of civil disturbances.

Command 

To exercise authority through command channels.  To direct or control with the authority that an individual exercises over his subordinates because of his grade and assignment.  Command involves the authority and responsibility inherent in an assignment for planning, organizing, directing, coordinating, and controlling military forces to accomplish missions and tasks through the application of available resources and includes responsibility for health, welfare, morale, and discipline of assigned personnel.

Compile
To collect from other documents or sources.

Conduct 

To manage, lead, direct, or carry on a mission, function, task, or assignment.  (Connotes command or delegated supervisory authority with or without responsibility for decision)

Consolidate 

To combine or compress into a single whole.

Contact point 

An organizational element (or an individual) not having primary responsibility for a function, but designated as the responsible element/individual to coordinate fragmented activities or functions, and one that represents the organization in dealing with other agencies.

Control 

To exercise directing or restraining power over; to regulate, curb, or check.

Coordination 

Consultation leading to an expressing of views.  To cause to act or work together for a common purpose, as in timing, unifying, and integrating work.

Decide 

To render a judgment; to settle or determine.  (Connotes command or delegated supervisory decision authority)

Design 

To make original plans, sketches, patterns, or programs.

Determine 

To come to a decision or conclusion after thorough investigation.

Develop 

To work our something in detail.

Direct 

To give authoritative orders or instructions; to regulate activities or courses of action.  (Connotes command or delegated supervisory decision authority)

Disseminate 

To spread or send out freely or widely.

Distribute 

To divide among several or many; to deal out; to allot.

Doctrine 

Accepted principle by which the military forces or elements thereof are guided in accomplishing their missions.

Edit 

To prepare for publication, by selection, arrangement, and annotation.

Establish 

To make stable or firm; to fix; to found; to gain recognition or acceptance.

Evaluate 

To appraise or judge with respect to worth, preparatory to recommending or initiating action.

Examine 

To rest by an appropriate method; to determine accuracy, propriety, or quality.

Execute 

To put into effect, to carry out fully and completely, to perform what is required to give validity.

Exercise 

To exert influence, control or authority to carry out or perform duties.

Expedite 

To accelerate the progress of; to execute with dispatch.

Formally organized 

Establishment by tables of distribution and allowances (TDA), or organizational element to accomplish its mission; normally, a grouping of related component tasks.

Formulate 

To put into or develop a systematic statement.

Function 

A principal activity performed by an organizational element to accomplish its mission; normally a grouping of related component tasks.

Inspect 

To qualify; to support; to show the basis for a recommendation or action.

Justify 

To qualify; to support; to show the basis for a recommendation or action.

Liaison (Federal Liaison) 

To coordinate activities or intercommunicate between separate organizational entities.

Maintain 

To continue to persevere; to carry on; to keep possession of; to hold or keep in a particular state or condition.

Manage 

To direct, plan, develop, organize, guide, coordinate, and control all aspects of execution and all resources available to achieve objectives.  To administer in the broadest sense of overall control.  (This verb implies responsibility for all aspects of an operation or activity).

Management function 

The organizational element of each office that processes actions related to the mission, organization, management improvement, reports control, manpower utilization, staffing, reports of inspections, USAAA reports, GAO audits, and surveys.

Mission 

A brief statement of the basic purpose or objective.

Monitor 

To oversee for accuracy, faults, or weaknesses; to critically observe, review, or maintain awareness of situations, programs, or projects without authority for direction, control, or supervision but with responsibility for advising the proponent of action needed or current status.

Negotiate 

To confer or discuss with a view of reaching agreement; to conclude a transaction.

Obtain 

To acquire or procure.

Operational control 

Authority to assign tasks, designate objectives, and staff supervise their execution.  (Excludes administrative matters such as personnel matters, supply services, discipline, internal organization, training, and other such matters not included in the operational mission of the subordinate activity)

Orient 

To acquaint with facts, principles, or situations; to arrange in order to show the relations of parts among themselves.

Participate 

To act in common with others; to share; to fulfill.

Plan 

A projected procedure for carrying out an undertaking.  A plan sets forth the specific tasks to be performed by the participants and includes policy and procedural guidance.  A plan differs from a program in that it may be less specific and normally does not schedule accomplishment or resource distribution within specified dates.  Planning normally precedes programming.

Plans function 

Developing, providing implementing guidance, and monitoring the implementation of plans, to include mobilization, and contingency plans; exercise plans; civil defense plans; and civil affairs plans in a specified affairs plan area.  This function also includes reviewing plans of other commands as appropriate.

Policy 

A statement of the Commander’s desires with respect to the conduct of internal affairs of his command.

Prepare 

To adapt or qualify beforehand for a particular purpose or condition; to make ready to put in written form.

Prescribe 

To lay down as a rule of action.  (Connotes command or delegate supervisory decision authority)

Process 

To perform one or more tasks such as review, study, recommend, or approve; these tasks being intended to advance an action, plan or program.

Program 

An organized procedure for carrying out a mission.  Although its elements may vary considerably, it usually includes a statement of the mission, objectives to be achieved within specific dates, priorities, resources to be provided, schedules to be accomplished, progress indicators, and follow-on requirements.

Proponent 

The staff office responsible for devaluing, coordinating, publishing, and implementing a command directive and/or execution of responsibility for a specified function.

Provide 

To supply for use; to furnish, to make available.

Recommend 

To offer or bring forward as meriting consideration, acceptance or adoption.  (Used in connection with a course of action or procedure)

Record 

To set down in writing or register in some form.

Report 

To give an account or to relate (normally in written form).

Responsibility 

The obligation to carry forward an assigned task to a successful conclusion.  With responsibility goes authority to direct and take the necessary actin to ensure success.

Review 

To examine or re-examine with a purpose, such as to determine administrative correctness or adequacy or adequacy of content.

Select 

To choose or pick out something in preference to other items or alternatives.

Serve (as) 

To discharge the duties of an office or position.

Staff coordination 

Action required to ensure that various staff offices act in harmony or agreement in carrying out the plans of the CG, avoiding conflicts and duplications by making necessary adjustments in plans and policies before implementation.

Staff responsibility 

The obligation to carry out specified tasks in relation to broad functional areas or specific functions that are assigned to an office chief.  Specific tasks include, but are not limited to, initiating or processing actions, projects, or programs; developing and recommending policy; developing, reviewing, and implementing plans and courses of action; preparing estimates and studies; providing the commander, staff, and subordinate commands with 

advice, assistance, or a coordinated staff position; ensuring that all command interests receive staff attention; and exercising staff supervision.  Staff responsibility includes but is not limited to staff supervision and is a broader, more encompassing term.

Staff supervision 

To advise subordinates of the Commander’s plans and policies, interpret those plans and policies, assist in carrying them out, determine the extent to which they are being followed, and advise the Commander thereof.

Study 

To acquire knowledgeable systematic investigation of a subject.  A detailed consideration of a special condition or situation based on a careful evaluation of information and factual data already available.

Submit

To send or commit for consideration, study, or decision.

Supervise 

To direct personally.  (Indicates personally superintending or overseeing an action)

Surveillance 

To supervise, inspect, or observe.

System 

The combination of the components and subelements which function together as an entity to accomplish a given objective.

Task 

A component part of a function.

Test 

A process by which data are accumulated to serve as a basis for assessing the degree that a system meets, exceeds, or fails to meet the technical or operational properties ascribed to the system.

Training developments (TD)

The formulation of training criteria, methods, techniques, standards, devices, and systems to optimize battle effectiveness of Army forces. 
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